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WHAT'S IT ALL ABOUT ?????? WHAT AM I GOING TO DO ????? WHAT IS EXPECTED 
OF ME ????? WHAT SHOULD I EXPECT OF MYSELF ? 

You should understand that this unit is of no value to you unless you CAN or WILL prepare 
the forms in it legibly (so they can be clearly read) and neatly. 

HERE IS WHAT YOU WILL BE DOING: 

1. You will complete an employment application, and application for a Social Security number, 
and a withholding excemption form which will be judged for accuracy, legibility, and com- 
pleteness by your instructor. 

2. on a short employment test using simple math computations, you should score 31 out of the 
35 correctly. 

3. You will analyze 16 lines on a sales slip and judge if any of them are incomplete, have inac- 
curacies, or are illegible. Your judgment should be correct for at least 13 of the 16 lines. 

4. On a memo containing abbreviations and symbols, you should identify at least 36 of the 43 
items correctly. 

5. You are to complete 12 sales slips and 4 bank credit card forms with no more than 8 inaccur- 
acies in the math computations and no more than 6 mistakes on the other parts of the forms. 

6. You are to complete a "Daily Sales Simmary Sheet" with 100% accuracy. 

7. You are to complete 8 "Important Message" forms with 4 or less mistakes for all of them. 

8. You are to complete 2 "Inventory Control Sheets" with no errors. 

9. You are to complete 2 "Purchase Order" forms with 100% accuracy. 

10. You are to "check-off" items on 2 "Invoices" with all items "checked-off " correctly. 

1 1 . You are to prepare a "Returned Goods Voucher" with no errors. 

12. You are to prepare a "Bank Deposit" ticket 100% accurately. 



FINALLY, 

YOU WILL BE EXPECTED TO HAVE AT LEAST 90% OF YOUR POST-TEST CORRECT. 
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i ILLING OUT BUSINESS FORMS and PREPARING BUSINESS RECORDS 
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You must be accurately fitted to be thought Your business form must be accurate; other- 

of as properly dressed. wise, it is no' i;roperly prepared. 




You are not considered well-dressed unless Your business form must also be neat. The 

you are neatly dressed. information on it must be legible. 




ERLC 
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People in business use and depend upon business forms and records of all kinds. SALES SLIPS! 
PURCHASE ORDERSI INVOICES! BILLS! CHECKS! BANK STATEMENTS! INVENTORY 
SHEETS! PAYROLL RECORDS! RECEIPTS! GOVERNMENT FORMS! DRAFTS! and more 
forms! 




Talce tlie case of Jolin Bruclcner and his wife! Several years ago they opened a small clothing 
store in a neighborhood section of a large California city. They carried clothes for men, women, 
children, and infants. THey catered to people who needed "work clothes." Their customers expect- 
ed the store to supply many of their clothing needs, including fashion merchandise. As their busi- 
ness grew, so did their need for more and better business records grow. 
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One day John and his wife decided the time had come to hire someone to help them. They ^ 
wanted a responsible and capable young person. They wanted someone who could be depended 
upon to be to work on time every day and who could handle responsibilities accurately and thor- 
oughly. They needed someone to sell clothing, help with stockkeeping, and to perform some clerical 4- 
tasks. They would provide such a young pe. son with a good salary and valuable training. 



p Activity 1 — "~ 

You have decided to apply for this job. Turn to page 1 of your Working Papers 
complete the job application. When you finish, bring it to your instructor to be ch» 
for accuracy, legibility, and completeness. Print in blue or black ink. 



The Bruckners are satisfied with your application and will consider you for the job. 
However, before they hire anyone, they want you to take a short employment test 
which consists of some math computations. 



[ 



Activity 2 



Turn to page 2 of your Working Papers. F jIIow the directions given on the test. 



cOCiAL ■=• SECURITY 

^000-00-0000 




ti»»»H» iii»»#/^i4i*ii nt»» 1**1 "M* »i 



Whether or not you did well on the employment test, you 
have been hired on a trial basis. The Bruckners are impressed 
with you. But, if you did not do well on the employment test, 
chey expect you to learn and improve your ability to handle 
math computations well. 



DO YOU HAVE A SOCIAL SE- 
CURITY CARD? You need a SociJil 
Security number in order to receive a 
pay check. It is the law. This is an exam- 
ple of the form to use when applying for 
a Social Security, number. 



IZm HOUSTON MRRiS TEHAS 



21 



J ALFR 6D FRANCiS lOA/(r 



Sl5W TEXAS \tO^ 
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pActivity 3 

Even if you already have a Social Security card and number, turn to page 3 in your Work- 
ing Papers and complete the Social Security form. Have your instructor check your com- 
pleted form. 




You have filled out a JOB APPLICATION, taken an EMPLOYMENT 
TEST, and completed a SOCIAL SECURITY FORM. There is one 
more form to be completed before you can begin working — "EM- 
PLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE." The 
number of exemptions you claim on this form will determine how 
much of your salary the store will withhold from your paycheck for income taxes. The more ex- 
emptions you claim, the less they withhold. Study the example below carefully. 



EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE 

Form W-4 

U.S. Treasury Department 

Internal Revenue Service 5^^.^^ Security 

Print Full Name Account Number 



Print Home Address City Zone State_ 



HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS 

1. If SINGLE, and you claim an exemption, write the figure "I" 

2. If MAR2UED, one exemption each is allowable for husband and wife if not claimed on another certificate, 
(tf ) If you claim both of these exemptions, write the figure "2" 

ih) If you claim one of these exemptions, write the figure 
c) If you claim neither of these exemptions, write "0" 

3. Exemptions for age and blindness (applicable only to you and your wife but not to dependents) : 

(a) If you or your wife will be 65 years of age or older at the end of the year, and you claim this exemption^ 
write "V*; if both will be 65 or older, and you claim both of these exemptions, write "2" 

(b) If you or your wife are blind, and you claim this exemption, write the figure "I"; if both are blind, 
and you claim both of these exemptions, write the figure "2" 

4. If you claim exemptions for one or more dependents, write the number of such exemptions. (Do not claim 
exemption for a dependent unless you are qualifiecl under instruction 4 on other side.) 

5. Add the number pf exemptions which you have claimed above and write the toUl L 

6. Additional withhold inf ; per pay period under agreement with employer. See Instruction 1 I. 



I CERTIFY that the number of withholding exemptions claimed on this 
certificate does not exceed the number to which I am entitled. 

(Date) , 19 (Signed) 



p Activity 4 



Turn to page 3 of your Working Papers and complete the EMPLOYEE'S WITHHOLDING 
EXEMPTION CERTIFICATE. Have your instructor check it. 



9 



PREPARING SIMPLE BUSINESS RECORDS 
STUDENT MANUAL PAGE 6 



The owners ask you to report to the store for one day of training. They will pay you for the 
hours you spend in training on this day. They are interested in: 



1 . Showing you how to operate the cash register. 
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You are not expected to learn everything 
in one day. You will be continually learn- 
ing while on the job. On the day you were 
in training, you learned how to operate the 
cash register. The Bruckners waited for 
your first official day on the job to show 
you how to handle customer purchases. 
They explain that the store policy is to 
prepare sales slips for both cash and charge 
purchases. The sales slip is made out in 



duplicate. The store keeps the original copy; the customer receives the carbon copy. The store 
handles two types of charge customers: 



1 . Those who charge their purchases directly to the store. 

2. Those who charge their purchases by using a BANKCREDITCARD. 



The first type of customer makes payments directly to the store. The ser^ond type of customer 
makes payments to the bank. The store deposits bank credit charges at the bank the same as they 
do for cash. 

Whatever type of charge a customer uses, a sales slip is prepared for both. For bank credit card 
charges, however, a BANKCREDITCARD form is also prepared. Below are examples: 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 








AM0U*4I 

1 








» 

1 








1 

1 

1 


Name: 








1 








1 

1 


Address: 


Sales CU. SSn'**" i 

kjl6iAliUMWI ' ' 


SMTOW 


1 

1 
1 


City & State: 




TAX 


1 

! 


NO. 







BRUCKNER'S Department 

Bigtown, California 


Store 


No. 




Charge Customer's Name: 


Address: 


City & Statt 








Zip: 




Circle One: 


Charge 




Cash 




Circle One: 


Store Charqe/BANKCREDITCARD 




Signature of Customer: 


Quan 


Articles 


Price 


Amount 


















































































Date 


Sales 


Take 


Sal 


es Tax 








No. 


Send 


TOTAL 
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SALES SLIPS 



Since the Bruckners expect you to prepare sales slips and BANKCREDITCARD correctly, 
they want to be certain that you understand what each of their parts mean. 



QUAN 


ARTICLES 


PRICE 


1^* 

AMOUN 


T 













QUAN. refers to the quantity or the number of the same item purchased. 
ARTICLES is the type of merchandise purchased. 
PRICE refers to how much the article is purchased for. 
AMOUNT is the number of articles (QUAN) times the prices. 

If a customer buys 3 pairs of stockings at $2.75 a pair, the sales slip would look like this: 



QUAN 


ARTICLES 


PRICE 


AMOU^ 


IT 


3 


Pairs of Stockings 


2.75 


8 


25 



Note the position of the numbers 8.25 

in the AMOUNT column. Dollars 

are always written to the left of the line. 

Cents 

are always written on the right nf the line. 



BE SURE TO LINE YOUR NUMBERS UP PROPERLY 



YOUR NUMBERS 
SHOULD LOOK 
LIKE THIS: 



AMOUNT 




8 


25 



NOT 
LIKE 
THIS: 



AMOUNT 




8 


25 



HERE IS HOW NUMBERS SHOULD BE LINED UP: 



ERIC 





AMOUNT 


1c to 99c 




99 


$1 to $9.99 


9 


99 


$10 to $99.99 


99 


99 


$100 to $999.99 


999 


99 


$1,000 to $9,999.99 


9,999 


99 
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Ihm ponmn of CKf ilo It filM out tor charvt cusiomtrt only - STORE CHARGE or 
•MiUCMfOaCAMO 

1 

9m» 6Kvt«»n of tNt ilip. 'Ot^rgt" muft circM for • chargt uk or "Cash" mutt be 
t4#t^ • cMK ff It It • cK^ •#tn«r "Store Cherge" or ''BANKCREOITCARO" must 
He tMVMn CM«orMr iNveyt eifpot m CKe tpece fnarked "Signeture of Customer" on cherge sales. 

Ca»itt Om Oarft Ca#< 

CMtU Skm Owv iANKCWfOlTCARD 



t K4I bofuvvt pon«on <H th# tal^t n^tt be oompletad at enplairwl below. 

• j!iali» j 1«M ^ IV!?!!?'..,- 

Ml iHt ciyfter^i aeu *t #^«)t4tf% »n tt^i ipace marked "Date". (2) your tnitialt in the tpace 
tf%m*%m$ "Wat Ho ((31 a ctmk aftat ^Sand" if the purchatt it to be sent to the customer or 
•nm "i0km' iH itw o^m^^^rm i« tai*r%t ttw pufcData with her/him The 6% California tales tax it 
iMM^^isSH^^ tJhe iMtMCif^l 6f Itie marcahandtae jn r^^* uppar portion of the talet tlip. (4) It it then 
m^tiim^ ^ n« marttad Ten ' The telfcrt k added to the Mibtotai. and (5) thit anuHint 

ii gytmar^ *n iiHKa in«f%eid TOTAL 



r 



* I 
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P Activity 5 — 

Turn to page 4 in your Working Papers. Indentify the parts of the sales slip that are not 
legible, complete, or accurate. As your instructor for the supplementary sheet if this 
activity is not clear to you. 



You are familiar with the symbol $ for dollars and t for cents. In writing on business forms, 
symbols as well as abbreviations are often used, because the spaces provided are often small. They 
also help you prepare your forms quicker. 





HERE ARE SOME COMMON ABBREVIATIONS THAT ARE 


USED: 


Month 


Mo. 


June 


Ju. 


Monday 


Mon. 


Year 


Yr. 


July 


Jy. 


Tuesday 


Tues. 


January 


Jan. 


August 


Aug. 


Wednesday 


Wed. 


February 


Feb. 


September 


Sept. 


Thursday 


Thurs. 


March 


Mar 


October 


Oct. 


Friday 


Fri. 


April 


Apr. 


November 


Nov. 


Saturday 


Sat. 


May 


Ma. 


December 


Dec. 


Sunday 


Sun. 



DATES MAY ALSO BE WRITTEN WITH NUMBERS. Example: 1/1/76. The first number 
in this series is the month; the second number is the day, and the third number is the year. The 
months are 1 through 12 with January as the first month and December as the twelfth month. 
The days are 1 through 31, and the year is the current one. Thus, 1/1/76 would be January 1, 1976. 

DO NOT CONFUSE A DATE ON A BUSINESS FORM WITH A CASH DISCOUNT. 2/10, 
n/30 is a cash discount. It means that a 2% discount is allowed on the bill if it is paid within 10 
days. After 10 days, no discount is allowed, but it must be paid within 30 days. (If you do not 
understand this, see your instructor.) 



These are some more abbreviations you may find useful: 



Post Office Box 


P.O. Box 


Packages 


Pkgs. 


Number 


No. 


Street 


St. 


Received 


Rec'd. 


Dozen 


Doz. 


Avenue 


Ave. 


Road 


Rd. 


Paid 


Pd. 


Boulevard 


Blvd. 


Amount 


Amt. 


Boxes 


Bxs. 


Merchandise 


mdse. 


Balance 


Bal. 


Pairs 


Prs. 


California 


CA. 


Company 


Co. 


Drive 


Dr. 


Incorporated 


Inc. 


South 


S. 


North 


N. 


East 


E. 


West 


W. 
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THESE ARE SYMBOLS COMMONLY USED IN PREPARING BUSINESS FORMS: 

@ for at or each a/c for account * for "see footnote" or important 

// for number c/o in care of v/ for checked off 



L 



Activity 6 



Turn to page 5 in your Working Papers and complete the activity on symbols and abbre- 
viations and the lining up of numbers. 



BANKCREDITCARD 



Both a sales slip and a BANKCREDITCARD form are filled out when a customer charges on 
a BANKCREDITCARD. You do not itemize the purchases in the "Description" portion of the 
BANKCREDITCARD form. This is done on the sales slip and a copy of it is always attached to the 
BANKCREDITCARD form. You write 'Total mdse." in the Description" portion of the BANK- 
CREDITCARD form and, the amount from your sales slip is entered in the "subtotal." Your sales 
tax is written in the space marked "Tax." The subtotal and tax are added together and the amount 
is written in the space marked 'TOTAL." See the examples below: 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 




DESCRIPTION 


UNIT COST 


AMOUNT 
1 








1 

1 








i 

1 


Name : 

MiRs. doHN Dob 








1 

1 








i 


Address: 

/Jis M/^/A/ St. 


Sales Clk.^;z7 L^Nog-yi^i^^ 


SUB TOTAl 




FURCH 


^SER•SKfNHERE 


TAX ^ 




City & State: 


X 


rh« iuui 


r of lh« cord id«nlif;«d on thii htm it outhorixtd to pof th« omourt 
1 TOTAL upon proptr prettntotion- 1 prombo to po^ inch TOTAL 
with ony othir cKarg«i dw« Ihtrton) Mbjtct to ond m occordonc« 
ogrMm«nt govtmino th« UM of such cord. 


TOTAl^ 




NO 


(ho«m 0 
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The Bruckners feel you are ready to handle 
customer purchases. You know how to operate a 
cash register, make change, prepare sales slips and 
BANKCREDITCARD forms. On this first day, you 
won't be waiting on too many people but enough 
to become well acquainted with writing sales slips 
and BANKCREDITCARD forms. However, the 




credit machine is temporarily out-of-order, so the 

information on the credit cards must be hand written on the forms. Below is the sales tax chart you 
will be using to compute your sales tax. 



STATI or CALirOVNIA 6H lAllS TAX RIIMtURIIMINT SCMIDULIITAn Of CAUrORNIA 6H lALII TAX RIIMIURSIMINT tCMIDULI 



.TrsnMcKon 


Ta> 


Tran taction 




Tranisctian 


Tab Traniaclion 


Taa 


TranMcti«n 


Tab 


TrAnMclton 




.01- .10 
.11- .22 
.23- .39 
.40- .56 
.57- .73 


.00 
.01 
.02 
.03 
.04 


8.42- 8.58 
8.59- 8.74 
8.75- 8.91 
8.92- 9.08 
9.09- 9.24 


.51 
.52 
.53 
.54 
.55 


16.92-17.08 
17.09-17.24 
17.25-17.41 
17.42-17.58 
17.59-17.74 


1.02 25.42-25.58 

1.03 25.59-25.74 

1.04 25.75-25.91 

1.05 25.92-26.08 

1.06 26.09-26.24 


1.53 
1.54 
1.55 
1.56 
1.57 


33.92-34.08 
34.09-34.24 
34.25-34.41 
34.42-34.58 
34.59-34.74 


2.04 

2.05 
2.06 
2.07 
2.08 


42.42-42.58 
42.59-42.74 
42.75-42.91 
42.92-43.08 
43.09-43.24 


2.55 
2.56 
2.57 
2.58 
2.59 


.74- .90 
.91- I.OB 
1.09- 1.24 
1.25- 1.41 
1.42- 1.58 


.05 
.06 
.07 
.08 
.09 


9.25- 9.41 
9.42- 9.58 
9.59- 9.74 
9.75- 9.91 
9.92-1 0.08 


.56 
.57 
.58 
.59 
.60 


17.75-17.91 
17.92-18.08 
18.09-18.24 
18.25-18.41 
18.42-18.58 


1.07 26.25-26.41 

1.08 26.42-26.58 

1.09 26.59-26.74 

1.10 26.75-26.91 

1.11 26.92-27.08 


1.58 
1.59 
1.60 
1.61 
1.62 


34.75-34.91 
34.92-35.08 
35.09-35.24 
35.25-35.41 
35.42-35.58 


2.09 
2.10 
2.11 
2.12 
2.13 


43.25-43.41 
43.42-43.58 
43.59-43.74 
43.75-43.91 
43.92-44.08 


2.60 
2.61 
2.62 
2.63 
2.64 


1.59- 1.74 
1.75- 1.91 
1.92- 2.08 
2.09- 2.24 
2.25- 2.41 


.10 
.11 
.12 
.13 
.14 


10.09-10.24 
10.25-10.41 
10.42-10.58 
10.59-1 0.74 
10.75-10.91 


.61 
.62 
.63 
.64 
.65 


18.59-18.74 
18.75-18.91 
18.92-19.08 
19.09-19.24 
19.25-19.41 


1.12 27.09-27.24 

1.13 27.25-27.41 

1.14 27.42-27.58 

1.15 27.59-27.74 

1.16 27.75-27.91 


1.63 
1.64 
1.65 
1.66 
1.67 


35.59-35.74 
35.75-35.91 
35.92-36.08 
36.09-36.24 
36.25-36.41 


2.14 
2.15 
2.16 
2.17 
2.18 


44.09-44.24 
44.25-44.41 
44.42-44.58 
44.59-44.74 
44.75-44.91 


2.65 
2.66 
2.67 
2.68 
2.69 


2.42- 2.58 
2.59- 2.74 
2.75- 2.91 
2.92- 3.08 
3.09- 3.24 


.15 
.16 
.17 
.18 
.19 


10.92-11.08 
11.09-11.24 
11.25-11.41 
11.42-11.58 
11.59-11.74 


.66 
.67 
.68 
.69 
.70 


19.42-19.58 
19.59-19.74 
19.75-19.91 
19.92-20.08 
20.09-20.24 


1.17 27.92-28.08 

1.18 28.09-28.24 

1.19 28.25-28.41 

1.20 28.42-28.58 

1.21 28.59-28.74 


1.68 
1.69 
1.70 
1.71 
1.72 


36.42-36.58 
36.59-36.74 
36.75-36.91 
36.92-37.08 
37.09-37.24 


2.19 
2.20 
2 21 
2.22 
2.23 


44.92^45.08 
45.09-45.24 
45.25-45.41 
45.42-45.58 
45.59-45.74 


2.70 
2.71 
2.72 
2.73 
2.74 


3.25- 3.41 
y 3.42- 3.58 
m 3.59- 3.74 
3 3.75- 3.91 
g 3.92- 4.08 


.20 
.21 
.22 
.23 
.24 


11.75-11.91 
11.92-12.08 
12.09-12.24 
12.25-12.41 
12.42-12.58 


.71 
.72 
.73 
.74 
.75 


20.25-20.41 
20.42-20.58 
20.59-20.74 
20.75-20.91 
20.92-21.08 


1.22 28.75-28.91 

1.23 28.92-29.08 

1.24 29.09-29.24 

1.25 29.25-29.41 

1.26 29.42-29.58 


1.73 
1.74 
1.75 
1.76 
1.77 


37.25-37.41 
?7.42-37.58 
37.59-37.74 
37.75-37.91 
37.92-38.08 


2.24 
2.25 
2.26 
2.27 
2.28 


45.75-45.91 
45.92-46.08 
46.09-46.24 
46.25-46.41 
46.42-46.58 


2.75 

2.76 o» 
2.77 

2.78 . 

2.79 > 


1 4.09- 4.24 
O 4.25- 4.41 
* 4.42- 4.58 
>< 4.59- 4.74 

2 4.75- 4.91 


.25 
.26 
.27 
.28 
.29 


12.59-12.74 
12.75-12.91 
12.92-13.08 
1 3.09-1 3.24 
13.25-13.41 


.76 
.77 
.78 
.79 
.80 


21.09-21.24 
21.25-21.41 
21.42-21.58 
21.59-21.74 
21.75-21.91 


1.27 29.59-29.74 

1.28 29.75-29.91 

1.29 29.92-30.08 

1.30 30.09-30.24 

1.31 30.25-30.41 


1.78 
1.79 
1.80 
1.81 
1.82 


38.09-38.24 
38.25-38.41 
38.42-38.58 
38.59-38.74 
38.75-38.91 


2.29 
2.30 
2.31 
2.32 
2.33 


46.59-46.74 
46.75-46.91 
46.92-47.08 
47.09-47.24 
47.25-47.41 


2.80 ^ 

2.81 <f» 

2.82 V 

2.83 m 

2.84 a 


4.92- 5.08 
i 5.09- 5.24 
5.25- 5.41 
5.42- 5.58 
5.59- 5.74 


.30 
.31 
.32 
.33 
.34 


13.42-13.58 
13.59-13.74 
13.75-13.91 
13.92-14.08 
14.09-14.24 


.81 
.82 
.83 
.84 
.85 


21.92-22.08 
22.09-22.24 
22.25-22.41 
22.42-22.58 
22.59-22.74 


1.32 30.42-30.58 

1.33 30.59-30.74 

1.34 30.75-30.91 

1.35 30.92-31.08 

1.36 31.09-31.24 


1.83 
1.84 
1.85 
1.86 
1.87 


38.92-39.08 
39.09-39.24 
39.25-39.41 
39.42-39.58 
39.59-39.74 


2.34 
2.35 
2.36 
2.37 
2.38 


47.42-47.58 
47.59-47.74 
47.75-47.91 
47.92-48.08 
48.09-48.24 


2.85 r 

2.86 m 
2.87 
2.88 
2.89 


5.75- 5.91 
5.92- 6.08 
6.09- 6.24 
6.25- 6.41 
6.42- 6.58 


.35 
,36 
.37 
.38 
.39 


14.25-14.41 
14.42-14.58 
14.59-14.74 
14.75-14.91 
14.92-15.08 


.86 
.87 
.88 
.89 
.90 


22.75-22.91 
22.92-23.08 
23.09-23.24 
23.25-23.41 
23.42-23,58 


1.37 31.25-31.41 

1.38 31.42-31.58 

1.39 31.59-31.74 

1.40 31.75-31.91 

1.41 31.92-32.08 


1.88 
1.89 
1.90 
1.91 
1.92 


39.75-39.91 
39.92-40.08 
40.09-40.24 
40.25-40.41 
40.42-40.58 


2.39 
2.40 
2.41 
2.42 
2.43 


48.25-48.41 
48.42-48.58 
48.59-48.74 
48.75-48.91 
48.92-49.08 


2.90 
2.91 
2.92 
2.93 
2.94 


6.59- 6.74 
6.75- 6.91 
6.9«- 7.08 
7.09- 7.24 
7.25- 7.41 


.40 
,41 
.42 
.43 
.44 


15.09-15.24 
15.25-15.41 
I5.4i-15.58 
15.59-15.74 
15.75-15.91 


.91 
.92 
.93 
.94 
.95 


23.59-23.74 
23.75-23.91 
23.92-24.08 
24.09-24.24 
24.25-24.41 


1.42 32.09-32.24 

1.43 32.25-32.41 

1.44 32.42-32.58 

1.45 32.59-32.74 

1.46 32.75-32.91 


1.93 
1.94 
1.95 
1.96 
1.97 


40.59-40.74 
40.75-40.91 
40.92-41 .08 
41.09-41.24 
41.25-41.41 


2.44 
2.45 
2.46 
2.47 
2.48 


49.09-49.24 
49.25-49.41 
49.42-49.58 
49.59-49.74 
49.75-49.91 


2.95 
2.96 
2.97 
2.98 
2.99 


7.42- 7.58 
7.59- 7.74 
7.75- 7.91 


.45 
.46 
.47 


15.92-16.08 
16.09-16.24 
16.25-16.41 


.96 
.97 
.98 


24.42-24.58 
24.59-24.74 
24.75-24.91 


1.47 32.92-33.08 

1.48 33.09-33.24 

1.49 33.25-33.41 


1.98 
1.99 
2.00 


41.42-41.58 
41.59-41.74 
41.75-41.91 


2.49 
2.50 
2.51 


49.92-50.08 
50.09-50.24 
50.25-50.41 


3.00 
3.01 
3.02 


7.92- 8.08 
8.0^ 8.24 
8.25- 8.41 


.48 
.49 

.50 


16.42-16.58 
16.59-16.74 
16.75-16.91 


.99 
1.00 
1.01 


24.92-25.08 
25.09-25.24 
25.25-25.41 


1.50 33.42-33.58 

1.51 33.59-33.74 
1 52 33.75-33.91 


2.01 
2.02 
2.03 


41.92-42.08 
42.09-42.24 
42.25-42.41 


2.52 
2.53 
2.54 


50.42-50.58 
50.59-50.74 
50.75-50.91 


3.03 
3.04 
3.05 



I— Activity 7 



Turn to Pages 6-13 in your Working Papers and prepare the sales slips and BANKCREDIT- 
CARD forms as instructed. Use the tax table above. 



ERIC 



16 



PREPARING SIMPLE BUSINESS RECORDS 
STUDENT MANUAL PAGE 13 



DAILY SALES SUMMARY SHEET 



At the end of the day, everyone working in the store 
prepares a ''Daily Sales Summary Sheet/' Since both 
cash and charge sales are written on sales slips, these 
are used when preparing the summary sheet. Each sales 
slip has a number in the upper right hand corner. These 
numbers are written on the summary sheet under the 
column "Sales Slip Number." The SUBTOTAL on each 
sales slip is written across from this number under one of 
these columns "Cash Sales", "BANKCREDITCARD," 
or "Store Charges." The sales tax on the sales slip is written under the "Sales Tax" column. Then, 
the SUBTOTAL and the sales tax are added together, and the amount is written under the column 
'Total of Sales Slip." Every column but the "Sales Slip Number" column is totaled down. The 
totals of the columns for "Cash Sales", "Store Charges", "BANKCREDITCARD" and "Sales Tax" 
MUST equal the total of the 'Total of Sales Slip" column. The example below will help you under- 
stand how a "Daily Sales Summary Sheet" is prepared. 




Sales Slip Cash Store BANKCREDIT Sales Total of 

Number Sales Charges CARD Tax Sales Slips 

101 12.95 .78 13.73 

102 32.50 1.95 34.45 

103 20.46 1.23 21.69 

104 45.64 2.74 48.38 

TOTALS: 45.45 20.46 45.64 6.70 118.25 



p Activity 8 

Turn to page 14 in your Working Papers and prepare the "Daily Sales Summary Sheet. 
Use the sales slips you have just completed. 
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MESSAGES 




The first day on the job is usually the hardest. By the 
second day, you feel a little more comfortable, even though 
there are many new things to learn. Such things as how to 
take messages properly are important to a business. Mis- 
handled calls or messages can result in lost sales for a 
store. 



At your store everyone is expected to answer the tele- 
phone. When it rings, some of you may be too busy to 
answer it. Everyone is expected to use the telephone correct- 
ly. It is an important instrument in business and must be used 
in a pleasant but business-like manner. 'TELEPHONE 
YOUR MANNERS - YOUR VOICE IS SHOWING." The 
impression someone gets over the telephone of your store is 
the impression you give them. 




immm message 

For Kg. fi/Jor^^^ 

a\ \ 

WHILE YOU WERE OUT 

Of 



Phone No. 3'\^"5S4r(D 

Telephoned \^ Please call 

Returned Your Call 

Called to See You 

Will Call Again 



MESSAGE XtAQoiR^^ ftVoot 



ERIC 



SIGNED vy/i^ Y<^fti^ .^JJrtr^ 



Not all of the messages left will be by 
telephone. A person may come into the 
store and leave a message for someone 
not in the store at the time. In any case, 
the form on the left is the one you will be 
using to record messages. Some of them 
may be personal messages for Mr. or Mrs. 
Bruckner; while others may be telephone 
orders. Under IMPORTANT MESSAGE, 
across from the word "for", write (1) who 
the message is for, or, (2) the word "order" 
if it is a telephone order. Be sure to include 
the time of the call and the date. 
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Under WHILE YOU WERE OUT, write who the call was from, 
their address and phone number. Then, check one or more of 
the appropriate boxes. In the message part, write the message, if 
it is for the Bruckerners, or the order, if it is a telephone order. 
Finally, sign your name at the bottom. For the time being, the 
Bruckners will take care of all telephone orders. 



- Activity 9 

Using the information given below, turn to pages 15-16 in your Working Papers and 
complete the 8 message forms. 



1. At 10:05 A.M. a Mrs. Fred More of 
1725 Oakhill Street, Bigtown,Ca. 94231, 
261-3144, called and asked that these 
items be sent to her: 

4 prs. Milady Pantyhose 032 - $1.19@ 
2 Milady Slips, size 12 068 - $2.49@ 

3. At 11:45 A.M. Mr. Cecil Todd of 3612 
Aragon Boulevard, Bigtown, Ca. 94346, 
555-4432, called and asked that 6 T- 
shirts and 6 shorts be sent to him im- 
mediately. He said that Mrs. Bruckner 
would know what kind to send. 

5. At 12:25 P.M. the New Generation 
Clothing Company of Los Angeles, Ca., 
(213) 586-3376, telephoned. They want 
either Mr. or Mrs. Bruckner to return 
their call "collect" and ask for Ms. E. P. 
Maker, Sales Manager. 



2. At 11:20 A.M. Mrs. J. Martinez of 113 
W. Fourth Avenue, Littletown, Ca. 
91575, 376-5842, called and asked that 
this merchandise be sent to her home: 
2 dozen Rockabye Diapers — $5.98 Dz. 

4. At 12 noon the Bruckners left for lunch 
and at 12:15 P.M. Mr. Arnold Todd, a 
salesman from Tinytots Co. came in to 
see them. He said he would call again, 
but he wants you to tell Mr. Bruckner 
his last order was shipped and would 
arrive soon. 

6. At 12:35 P.M. Mrs. Rodney Small called 
and asked to speak with Mrs. Bruckner. 
She called to tell Mrs. Bruckner that the 
meeting of her club was changed from 3 
P. M. to 4 P.M. She wants Ms. Bruckner 
to call and tell Mrs. L. Wong. 

Is 
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7. At 1:15 P.M. Mrs. B. Arthur Jones of 
254 Grand Road, Bigtown, Ca. 94583, 
331-9268, called. She ordered these 
items: 

4 Baby Panties - 69c@ 
4 Coverall Bibs -89c@ 



8. At 1:55 P.M. Mr. Juan Navarro of the 
Primo Sign Company, 2459 Main Drive, 
Bigtown, Ca 94217, 273-5731, called. 
He wants you to tell Mr. Bruckner that 
his crew will be in at 8 A.M. tomorrow 
to fix his sign. 



INVENTORY CONTROL SHEETS 

^hf 




"^hft Bruckners keeo records on: 

1. The merchandise they have ordered for resale in the 
store. 

2. The merchandise that has been ordered and delivered to 
the store. 

3. The mfirchandise which has been sold. , 

M - l\ ^ ^^^^^ records help them keep "in stock" for their customers the 

^ ' --^ v^'^T'nl right kinds and assortments of merchandise. It is their system of 

"Inventory Control." By looking at these records, Mr. Bruckner 
knows he should order some additional merchandise for his Infants 
Department from his two major Infant's wear manufacturing companies. Although Mr. Bruckner 
keeps good inventory records, he wants to check on some of the merchandise in his stockroom. 
He asks you to help him. 

When you and Mr. Bruckner complete your checking, your inventory sheets for the Tinytot 
Manufacturing Company and the Rockabye Baby's Wear Company show how much merchandise 
you have on hand. 

Your inventory contol sheets have 6 columns. The first column shows the manufacturer's 
stock number which it uses to identify the merchandise. The second column describes the kind of 
merchandise it is. The third column is the manufacturer's price. The fourth column - "Minimum 
Quantity" - is the number of items the store wants to have on hand. The fifth column is what is 
actually on hand in the store. The sixth column is for computing how much, if any, of the mer- 
chandise must be ordered. On the next page is an example of the inventory control sheet. Take a 
look at it, and it will soon become clear to you how it is used. 



ERIC 
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BRUCKNER'S DEPARTMENT STORE 
Inventory Control Sheet 
Tinytot Manufacturing Company 1533 Washington Ave,, Los Angeles, CA 90027 



Stock 




Unit 


Minimum 


■ On 




Number 


Item 


Price 


Quantity 


Hand 


Order 


7231 


Coverall Bibs 


.79 


18 


6 




K32 


Booties 


.88 


46 


48 




8890 


Rompers 


$1.98 


12 


12 





By looking at the fourth and fifth columns, you can easily determine what you need to order. 
Since you want a minimum quantity of 18 coverall bibs and you have 6 on hand, the last column 
shows that you need to order 12. You have 48 booties on hand and your minimum quantity is 46. 
Therefore, you need not order any. The minimum quantity on Rompers is 12. There are 12 on 
hand, so you won't need to order any of these either. 



P Activity 10- 

Turn to page 17 in your Working Papers and complete the sixth column - ORDER - 
for the Tinytot and Rockabye companies. 




The day after you helped Mr. Bruckner determine what and 
how much merchandise to order from the Tinytot and Rocka- 
bye companies, Mr. Bruckner began preparing the purchase ord- 
ders. Since business is slow in the store on this day, he shows 
you how these purchase orders are prepared. He uses the inven- 
tory sheets you have just completed. The ORDER column tells 
him what to order and how much he needs to order. 
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PURCHASE ORDERS 



Bruckner's Department Store 

Bigtown, California 

TO: 

A.T. Lawrence Co. 

1496 Ocean Ave. 

Santa Barbara, CA 95321 



-P.6. No: 


Date: 


76B 


March 18, 1977 




Deliver To: 


Bruckner's Department Store 




Bigtown, CA 


Delivery Date: 


As soon as possible 




Ship By: 




Parcel Post 



Quantity' 



Stock No. 



3R24 



Description 



Men's Leisure Suit 



Price 



Total Price" 



$38.90 



Notice that you are again using a 
form with columns. The first 
column "Quantity" is how many; 
the second column "Stock No." 
is the manufacture number; the 
third column "Description" des- 
cribes the items; the fourth 
column "Unit Price" is the cost 
for each item; and the fifth 
column "Amount" is the quant- 
ity times unit price. 



under the letterhead BRUCKNER'S DEPARTMENT STORE is the word 'To." Here you 
write the name and address of the company from whom you wish to order. 'V.O. No."<is the pur- 
chase order number; "Date" is the day you are ordering the goods; "Deliver To" is where you want 
the goods shipped — in your case, it is directly to the store; "Delivery Date" is when you want the 
items shipped — imrjediately or some future date; and "Ship By" is how you want the goods sent — 
by Express, Parcel Post, Freight, or the cheapest possible way. 



Your Inventory Control Sheets will tell you what to order and how much to order. You will 
also need the information below to prepare the purchase orders. 



P.O. No. : 1123 

Tinytot Manufacturing Company 
1533 Washington Avenue 
Los Angeles, CA 90027 

Current date. Deliver to htore, 
Ship immediately. Ship by Express. 



P.O. No. : 1124 

Rockabye Baby's Wear Company 
389 Bayshore Drive 
San Francsico, CA 94138 

Current date, Delivery to store, 
Ship immediately. Ship by ExDress. 



pActivity 11 r 

Turn to page 18 in your Working Papers and, using your Inventory Control sheets and the 
information above. Drepare the two ourchase orders. 

Z.9 CS 
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INVOICES 




A week has gone by since you prepared the two purchase orders. 
On this day, the ACE Trucking Company delivers to the store 
the merchandise ordered from Tinytots and Rockabye Com- 
panies. Mrs. Bruckner asks you to check this shipment against 
the invoices. She explains that the invoices are prepared by the 
sellers (The Tinytots and Rockabye Companies) and made out 
to the buyer (the Bruckner Department Store). They list the 



items shipped, the charges, when the shipment was made, method of shipment, terms for payment, ^ 
and discounts, if any. 

The store has definite procedures for checking merchandise it receives. After a shipment is 
opened, the merchandise is checked against the invoice to make certain that what is on the invoice 
is received. The merchandise is also examined to see if any of it has been damaged while en route 
to the store. 

Below is an example of how merchandise is checked against an invoice. To the left are the 
items in the shipment; to the right is invoice. Notice how this symbol (/ ) on the invoice is used to 
verify that what is on the invoice has been received. 



4: 1140 Sleepers, Infant 
6: J22 Crib Blankets 
5: 7053 Terry Robes 
10: 7146 Rompers, Infant 



TiNYTOT Manufacturing Company 

1533 Washington Avenue 
Los Angeles, Ca. 90027 



SOLO TO: 



Bruckner's Department Store 
Bigto%m, California 



Invoice No. 8366 
Date: 12/22/77 
Terms: 

2/10, n/30 



Salesman 



tour Order No. | Date Received 



35A 



12/19/77 



Date Shipped 
12/22/77 



Quantity 


Stock No. 


Description 


Unit Price 


Amount 




HAD 


Sleepers — Infant 


$5.95 


$23.80 


V6 


J22 


Crib Blankets 


4.29 


25. 7 A 


/5 


7053 


Terry Robes — Infant 


2.95 


14.75 


✓10 


71A6 


Rompers 


1.50 


15.00 










$79.29 



Shipped By 
Express 
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THESE ARE THE SHIPMENTS RECEIVED FROM 
THE TINYTOT AND ROCKABYE COMPANIES 




12 6138 Coverall Bibs $ .49@ 3 6671 Rompers 

12 6459 InfantTerry Robes $4.93@ 17 6783 Diaper Bags 




r Activity 12 '■ 

Turn to page 19 in your Working Papers. Check the merchandise received as showrn 
against the invoices, using this { / ) symbol as you were shown. 

o Si 
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RETURNED GOODS VOUCHER 




Although all the items on the invoices were received, as you 
were unpacking them, you discovered that one of the infant 
robes had a sleeve which was not completely sewn. You bring 
this to Mrs. Bruckner's attention. She tells you to wrap the item 
in a small box. It is to be shipped back to the Tinytot Com- 



pany. She wants you to prepare a "Returned Goods" voucher. It is a businss form much like any 
other you've been using. 



It is being sent to the Tinytot 
Manufacturing Company, 1533 Wash- 
ington Avenue, Los Angeles, Cali- 
fornia 90027. It is "Voucher No.": 
154; the "Date" is the current date; 
The "bate Shipped" is the current 
date; it is to be "Shipped By" - 
Parcel Post; and after "Packed By", 



Bruckner's Department Stor^/ 
TO: 

Rockabye Baby's Wear Co. 

389 Bayshore Drive 

San Francisco, CA 9A138 



•BiGTOWN/ CaLIFORNI, 



We are RETURNING the 
following goods to 
you for CREDIT. 



Voucher No. 


Date 


Date Shipped 


Shipped By 


Packed By 


23 


9/7/77 


9/7/77 


Express 


W.B. 



Quan- 
tity 



Stock 
No. 



Description 



Baby Blanket 

Express Charges 



Unit 
Price 



Amoun 



$24.95 

2.A( 
$27.4] 



You are shipping one (1) Infant Terry Robe, Stock No.: 6459 at $4.93@. Add $1.56 for 
parcel post to this voucher as shown in the example above. The store will pay the parcel post 
charges, but since it is not their fault, they will add this amount to the voucher for repayment by 
the Tinytot Company. 



rActivity 13 

Turn to page 20 in your Working Papers and prepare the Returned Goods Voucher, using 
the information given above. 



PREPARING SIMPLE BUSINESS RECORDS 
STUDENT MANUAL PAGE 22 



BANK DEPOSITS 



BIGTOWN STATE BANK 
Bigtown, Ca. 


Ittt CMCM Iv 
■AWINUMMll 


OOllAltS 


C(NT» 


CUMRCNCV 








COM 






OATI 

Bruckner's Department Store 
Bigtown, Ca. 


CHCCKS 

1 






t 






3 








4 








TOtM or CMtMS 
lISTtOONniVIMf 








TOTAL Oe POSIT 







You have learned to prepare many business 
records, and the Bruckners are pleased with 
your work. They have a lot of confidence 
in you. So much, in fact, that they are go- 
ing to let you prepare a bank deposit for 
them. The form at the left is the type you 
will be using. CURRENCY refers to the 
paper money - $1, $2, $5, $10, and $10 dollar bills. COIN refers to the money made of metals - 
pennies, nickles, dimes, and quarters. CHECKS are listed separately with the ABA number written 
to the left on the deposit ticket of the amount of each check. 



„U)_ .N<» 



1211 



loKliKH OK 



IK»IJ«\I<»4 



The number on the top ot these numbers is 
the ABA (American Bankers Association) num- 
ber. This number identifies thr bank on which 
the check is drawn. Every cor.imercial bank in 
the country can be identifie' by a number as 
well as by name. The number on the bottom 

(1211) is a Federal Reserve number. You need only write the ABA number (90-1963) on the de- 
posit ticket. 



. •i:i!ii>i<)Ei3i: 12 □3i.i.-aa>' 



This is the money for which you are to prepare a deposit ticket for today's bank deposit: 



Current: 

Coin: 

Checks: 



19-315 
22-568 
86-231 
17-225 



$327.00 
18.24 
28.37 
79.44 
47.99 
33.20 



i—Activity 14 

Turn to page 20 in your Working Papers and prepare the deposit ticket using the infor- 
mation above. 
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learnt timn ym* -lilifHl thi^ BtucKnrr^ for a |ob until now. 
pr^iiaf mq »ucfi huiirmt ^tcorxll ^nd for ml at: 

! A Job ApplK:aUon 

7 A S^cu^Hy and an Extmphon form 

3 S«)#i Ch«<ki ind BANKCREDITCARD charges. 

4 A Di^kly Sal9t Summery Shett 

6 lnv«<iiory Control Shetts 

7 Checking 9nvo^ 

8 A0iim«d Ooodt Voucfm 

9 Ttirttphone end P»nion«l Memget 
10 A Sank D«po«H Tkktt 



nii^tMatf^. NO tiusiNiss nico^o is prepared well unless it is done with: 

t ACCURACY 

2 COMPLtTENtSS 

3 LEGIBILITY 



HHPING 1MI!> IN MIND. AND IF YOU HAVE BEEN CAREFUL IN PREPARING YOUR 
fOUMS. you SHOULD BE READY TO TAKt A POST TEST IN PREPARING BUSINESS 
RECORDS AND ACHIEVE A HIGH SCORE 



PREPARING SIMPLE BUSINESS RECORDS 
TEACHER GUIDE PAGE 1 

PREPARING SIMPLE BUSINESS RECORDS 
Teacher's Guide 

The Student Manual in this unit of the CCUBE is in a narrative form. The student will read it 
as if he/she were applying and hired for a part-time job in a small department store. 

The first part of the unit emphasizes the importance of legibility, completness, and accuracy 
in preparing business records. The instructor should check Activity 1 — the student's employment 
application — to determine if the student can prepare forms legibly. The instructor may want the 
student to complete the units on handwriting, math computations, and job application before be* 
ginning this unit. Activities 2, 3, and 4 are either for review or for the purpose of introducing busi- 
ness forms that must be completed when applying for a job. Some instructors may want to spend a 
few minutes reviewing activities 1, 2, 3, and 4 with a student before that student begins this unit. 

There is a supplementary sheet provided in this teacher's guide for those students who need 
help with Activity 5. The instructor may want to make a transparency of this supplementary sheet 
or make ditto copies for the students. This would allow the instructor to review it with the total 
class or to have students study it individually. 

For those instructors who would like the students to spend more time in writing checks, de- 
posits, and reconciling a bank statement, it is suggested they obtain copies of the "How and Why 
of Banking" which can be purchased inexpensively through the California Banking Association. 

There are, of course, more symbols and abbreviations than those included in the Student Man- 
ual. Some teachers may want the students to do more research in the area of symbols and abbre- 
viations. Some students may have difficulty understanding how to compute 5 items which sell 3 
for $4.49: $4.49 divided by 3 $1.49 2/3 which is rounded off to $1.50; therefore, $4.49 for 3 
items plus 2 times $1 .50 or $3.00 « $7.49 for the 5 items. 

The California Sales Tax is 6% in most California cities. However, in cities around the San 
Francisco Bay Area which use the Bay Area Rapid Transit (BART), the California Sales Tax is 
6!^%. This unit uses the 6% sales tax, and some teachers may want to bring this difference to the 
attention of the students. 

There is no mention in the activities in the Student Manual where the student may find the 
answers to these activities. The answers are provided in the "Answer Key." Teachers will vary, 
however, in the way they wish to use the "Answer Key." Some will want the students to have 
access to it either to check their work after each activity or to check their work after they have 
completed all the activities. Other teachers may want to check these activities themselves or have an 
aide check them. 



PREPARING SIMPLE BUSINESS RECORDS 
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For any piece of individualized instruction to be successful, it is imperative that all students 
be required to take the "Pretest." This serves three purposes: (1) if the student passes the pre-test 
successfully, there is no reason for that student to complete the unit but should receive full credit 
for the unit; (2) it acts as a guide for the student as what to expect while working on the unit; and 
(3) the difference in the results between the pre-test and the post-test will show both student and 
teacher how much that student accomplished. The forms for the "Pre-test" in this unit are number- 
ed so that students should have no trouble locating the forms they will need. 

This unit should take most students no more than 10 class periods to complete. There will be 
some, however, who will complete it in about 5 periods, while others will need as much as 15 
periods. 

The recommended score for individual instruction on both the pre-test and post-test is 90% 
accuracy. In this unit, legibility and completness should be a standard in the scoring. Using this as 
a guide, each teacher will want to establish his/her own scoring pattern on this unit. 

The unit has seven parts: (1) a Student Manual, (2) Working Papers, (3) Answer Key for the 
activities in the Student Manual, (4) a Pre-test, (5) a Post-test 1, (6) a Post-test 2, and (7) a Teach- 
er's Guide with answers to the pre-test and post-tests and a Supplementary Sheet. 

In this unit, the student will take an employment test and prepare the following business 
records and forms: 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



A Job Application 

A Social Security and Exemption Form 

Sales Checks and BANKCREDITCARD Charges 

A Daily Sales Summary Sheet 

Inventory Control Sheets 

Purchase Orders 

Check Invoices against Merchandise Received 
A Returned Goods Voucher 
Telephone and Personal Messages 
A Bank Deposit Ticket 



i-9 



ERIC 
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BRUCKNER'S Department Store 
Big Town, California 



No. 172 



Charge Customer's Name: 
Address: ^ i 

/as Cg doL^ 



City & State: . - 



Zip 



Circle One 
Circle One 




Signature of Customer 



-haroe 
ore Charqe^BankCred 



itCard^ 



Quan 


Articles 


Price 


Amoun 


t 


/ 










3L 










I 










1 












Pry W^^'SBr.c^S 








f 










i 


















AC 




Sales Take 
No.lVC Sendjs 


Sales Tax 






TOTAL 


4r3 


V/ 



3 

4 
5 



7 
8 
9 

10 
11 
12 
13 
14 
15 

16 



SUPPLEMENTARY SHEET 

Line 1 : Fiist name of customer not legible 

Line 2: Address is not complete - is Cedar a street oir avenue or what? 

Line 3: Zip Code is missing. Abbreviation for California is CA not Ca. 

Line 4: N ot Complete: Either cash or charge must be circled. 

Line 5: In accurate: Both charges are circled rather than just one. 

Line 6: Not Complete: Signature of customer is missing. 

Line 7: ni^le: The word "socks" is not clear. 

Line 8. Not Accurate: 2 doz. hankies at $8.95 doz. is $17.90. 

Line 9: $2.98 is not Imed up m the column properly. 

Line 10: $8.95 is not Imed up in the column properly. 

Line 1 1 : Inco mplete: There is no price for eadi pair of briefe in "Price" column. 

Line 12: Not Legible: The word "sweater" is not clear. 

Line 13: The word "leather" is misspelled. 

Line 14: The numbew **2" and "8" are not properly formed. 

Line 15: The sales tax is missing. 

Line 16: The total is added wrong, even with the sales tax missing. 
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DATE. 



BIGTOWN STATE BANK 
Bigtown, CA 



(^t/rfe/i-^ Date 



LItTCHCCKStV 
•ANKNUMKR 


OOUARS 


CtNTS 


CURRENCY 


m. 


ao 


COIN 








/A 








^3 




^¥ 


7V 


4 






TOTAtOrCMCCXS 

umooNWvinM 






TOTAL DEPOSIT 







FORM 1 



IMPORTANT rtSSAGE 
For ^s. Ia/ica6hi' 



Date dDrreni ' [\m /C:36 PM 

WHILE YOU WERE OUT 

} ^rs. Bao/xr T. f^fa-fhh 

Of 

Phone No. 35^- 0399 

Telephoned X Please call K 

Returned Your Call 

Called to See You 

Will Call Again 

MESSAGE M rtcjard-fo AJr.Mn 

At^A/a^/, an en\pJc^^ej •i'^e, 

SIGNED ^4udeniis M^iaU 



FORM 2 



ERIC 
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RRIiri^NFR'^ Deoartment Store No 
Big Town, Cal ifornia 


Charae Customer*^ Narrip* 


Address: 


City & State: Zip 


Circle One: Charge CCaTS? 


Circle One: Store Charge/BankCredi tCard 


Signature of Customer: . 


Quan 


Articles 


Price 


Amoun 


t 


5 


T-Shirtq 




5 


81 








































































Date 
Current 


Salps Take X 
NOj^f: Send_ 


Sales Tax 




35 


TOTAL 


6 





BRUCKNER'S Department Store 
Big Town, California 



No. 



Charge Customer's Name: 
Mr s, Kin Quay Low 



Address: 
237 San Pablo St, 



City & State: 
Long Beach. CA 



Circle One 
Circle One 



Signature of Cus 




Zip 
91002 



Cash 



BankCredi tCard 



Quan 



Date 
Current 



Articles 



Women's Terry Robe 
Prs, Pantyhose 



Price 



K69@ 



Sa\as 



Send X 



Sales Tax 



TOTAL 



Amoun t 
22 99 



5 



30 



07 



06 



68 



74 



FORMS 



.73- 

6.09- 
6 ? i- 
6.4?- 

'6.'j';- 

6 75- 
6.9?- 
7.09- 
7.2'j^ 

i.y>- 

7.7:i- 

7 92- 

8 09- 

"8.2i- 
8.4?- 
8.59- 
8.75- 
8 9-2- 



5:91 

6.08 

6.24 

6.41 

6.58^ 

6.74" 

6 91 

7.08 

7.24 

7V41_ 

7.58 
7.74 
7.91 
8.08 
8 24_ 

8.41 
8.50 
8.74 
8.91 
9.08 



.35 
.36 
.37 
.38 
.39 

"740* 
.41 
.42 
.43 
.44 

46 
.47 
.48 
^49 

.50 
.51 
.52 
.53 
.54 



2 7.7S- 
77.92- 
28 09 
78 7*3- 
78 42- 



27.74 
27.91 
70 OH 
28.24 
28.41 
20.50 



1.66 
1 6/ 
I 1 />0 

\ y/j 

1.V0 
1.71 



28.59-28.74 
28.75-?0 91 
7R 97-29 08 
V9 09-79. •JH 
79 25-79 41_ 

99.42-797>8 
79.S9-79.74 
79 7 r» -79.91 
29.97-30.08 
30 09^30 

'30 25- JO 41' 
30.42-30.58 
30 5V-30.74 
30.75-3091 
30 97-31.08 



1.72 
1.73 
1.74 
1.75 
1.76 

'1 '77 
1.78 
1.79 
1.80 
1.81 

'1 .82 
1.-B3 
1 84 
1.85 
1.86* 



FORM 4 
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Department Store 

Big Town, California 

"Cliarge Customer's Name : 

Mfr P^tj>r Rushford 

Address: 

1520 Maple Ave> . 



No. 



City & State: 
Fairfield, OA 



Ci rcle One: 
Circle One: 



Zip 
95173 



Signature of Customer: 



^har qg) Cash' 
Store' Ch'arqei(!BankLred1tCaT^ 



Quan 



3 Pkgs 



Date 
Current 



Articles 



Mpn'«t Socks 



Price 



2.98Pkq 



S 

No" 



s 

Int. 



Tal(eT 
Send 



3a1e s Ta x 
TOTAL 



Amoun 



8 



94 



51 



AS. 



FORM 5A 



FORM 5B 



BANKCREDITCARD 




DESCRIPTION 


UNIT COST 


AMOUNT 
1 

1 










1 

1 






TOTAl MDSE. 




1 i — 


Name: 








i — 

H 


Mr PptPr Rii«ihford 
Address: 

Ti?n MapIP Ave 


Sales Ck: scndd Ciiurieni 


.SUBIOTAl 


8194 


'URCHASERSICNHERE 


TAX ^ 


!54 


City i btate: 

Fftlrflpld. CA 


X 

\^ \wm Ol Ih. CO.<l id..l.l..<l 0» Ihi. 11-" i' <''^'»•i"lI°21^!l:S."T'0TA 


TOTAL^ 


9148 


NO. 

373-6811-0 





33 



ERIC 
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FORM 6 





K . u . HO . : 
543 


uate: 
Current 


TO: 

A.C. Balboa Co. 
2580 Seaside Rd. 




Deliver To: 
Store 


San Diego, CA 92005 


Deliver Date: 
As soon as possible 




ship by: 
Express 



^antity 


Stock No. 


Description 


Price 


Total Price 


10 


4S27 


Men's Beach Robes 


19.95@ 


199.50 



FORM 7 



TO: 



Fresno Fashion Center 
155 Union Blvd. 
Fresno, CA 96430 



We are RETURNING the 
following goods to 
you for CREDIT. 



Voucher No. 



1 



87 



Quan- 
tity 



Date 
Current 



Date Shipped 
Current 



Shipped By 
Parcel Post 



Packed By 
Student's Int. 



Stock 
No. 



1576 



Description 



Women's Housecoats 

Parcel Post Charges 



Unit 
Price 



18.65@ 



Amount 



37.30 

3.78 
41.08 
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FORMS 



Inventory Control Sheet 


0 LOCK 

Number 




lini t 
Price 


Mi ni fnufn 
Quantity 


On 

Hand 


Order 


920 


Ladies Pajamas 


$5.58 


44 


36 


8 


921 


Pantyhose 


.89 


156 


172 




922 


Ladies Scarfs-Assorted 


3.77 


36 


23 


13 


923 


Ladies Full Slips 


4.32 


72 


55 


17 


924 


Milady Gloves--White 


2.79 


12 


16 




925 


Milady Gloves--Black 


2.79 


12 


11 


1 


926 


Assorted Half Slips 


3.66 


24 


28 


23 


927 


Assorted Nightgowns 


9.23 


32 


9 





FORM 9 







DAILY SALES 


SUMMARY SHEET 






Sales Slip 
Number 


Cash 
Sales 


Store 
Charges 


BANKCREDIT 
CARD 


Sales 
Tax 


Total of 
Sales Slips 


221 


8.99 






.54 


9.53 


222 




38.23 




2.29 


40.52 


223 






13.46 


.81 


14.27 


224 


16.07 






.96 


17.03 


TOTAL: 


25.06 


38.23 


13.46 


4.60 


81.35 


Date of Summary; 


CURRENT . 


Signature of Clerk: Student 


's Initials 








— , 







PREPARING SIMPLE BUSINESS RECORD 
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DATE. 



DEPOSITED IN 

BIGTOWN STATE BANK 
Bigtown, CA 



Bruckner's Department Store 
Bigtown, CA 



LIST CHECK5 BY 
BANK NUMBER 


D0LUR8 


CENTS 


CURRENCY 




OO 


COIN 


/V 


QS 


CHECKS 




Q'7 


/^-W/ 2 




^0 


^-/V 3 






4 






TDTAL DF CHECKS 
LISTED ON REVERSE 






TOTAL DEPOSIT 


/64> 


:?7 



IHWANT l*€SSAGE 

For /Is. ShetciJ Sm)ih 

— I ^ AFT 

Date CufreM T ime ^:30 

WHILE YOU WERE OUT 

M r. Wikti P/negat 

Of 

Phone No. i>35' S&ao 

Telephoned y Please call_V 

Returned Your Call 

Called to See You 

Will Call Again 

MESSAGE Ddwniaun Alertj)dnis 



SIGNE D ^hd/jnfk JhlHaU 



PREPARING SIMPtE BUSINESS RECORDS 
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BRUCKNER'S Department Store 
Big Town, California 



No. 



Charge Customer's Name: 



Address: 



City & State: 



Zip 



Circle One: 



sEashJ 

"Circle Cine: Store Charge/BankCredltCard 



^Charge 



Signature of Customer: 



Quan 


Articles 


Price 


Amoun 


t 


♦1 dn7. 


Pr<i. Sock?; 


1.25@ 




00 








































































. Date 
Current 


Sales TakeX 


s 

T 


ales Tax 




90 


OTAL 


15 


90 



BRUCKNER'S Department Store 
ftig^Jown, California 



No. 



Charge Customer's Name: 
C Mrs.. John Gomez 



Mdress: 
""684 Santa Anna Ave. 



City & State: 
San Francisco, C 



Zip 
94113 



Circle One 




_C i rcje One : 
"signature of Cu 



^J[)uan_ 

2J>kgs. 





Y'DaVe 
Jurrent 



Articles 



JJomea'^ Hankies, 
Woman's Blouse 



Send mdse, to 



ibove address 



before noon Thurs. 



Sa 
No 



Int 



Price 



7.70Pkg> 



rake_ 
SendX 



"Sale s Ta x 
TOTAL 



Amount 



J.5 40 
If 95 
1? 



2 OT 



36 41 



14 *>*i'\ 4.41 




.n6 


1 4 42>1 4 58 


.8 7 


1 4.59- 14.74 


nn 


14.7r>-M 91 


.09 


M.92-15 08 


.90 


15 09-15 74 


91 


15. 25-1 5.41 


9V' 


15 47-15 58 


.93 


15.59-15.74 


.94 


15 75-1S91 




1 5.97-16 OU 


.9^1 


16.09-16 74 


.9/ 


1675-16.41 


.98 


. 16 47-16.58 


.99 


16.59-16.74_ 


1.00 


1675-1 6.91*" 


""l 01 


»6 92 r/.OH 


1.07 


17 09-17.24 


1 0.1 


17 75-17 41 


1.04 


17.42-1 7. 5B 


1.05 


*1 7.59-'! 7.74* 


"l .06 


17.75-17.91 


1 07 


17.92-Ift.0a 


i.on 


18.09^ 8 24 


1.09 


in 75-ia 41 


110 


31.97-32.00 


1.97 


37.09-37.74 


1.93 


37.75-37.41 


1.94 


37.47-37.50 


1.95 


37 59-3V.74 


1.96 


37 75-37.91 


1.97 


37.97-33.08 


1.98 


33.09-33.74 


1.99 


33.75-33.41 


7.00 


3J.47-33.50 


701 


3r 59-3 174 


"7 07* 


33.75-33 91 


7 03 


33.97-34.0n 


7.04 


34 09-14 74 


7 05 


34 75-34.41 


7 06 



ERIC 
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Bi(j Tf 
Charge 

Mr<c ( 


Uopnrtment Store No. 
)v/n, Cnl i Torn in 


; Customer'' s Nnine: 


Address : 


City & State: ZiP 
OaJdand^CA 


1 \ 


Circle One: Qharne;^ ..rif^^ 
Circle One: Store ChargSZBankCredi tCar 


Signature of Customer: 


Quan 
3 Bxs. 


Articled 


Price 


Amoun 


t 


Diapers 


5.49BX 


16 


47 






























































"^ate~ 
Cuurent 










Sales Tflke j( 5 

No.^r Send T 
Int. — 


alosTax 




99 


otAl 


17 


4fi 



BANKCREDITCARD 
Mrs , Sam Kaiser — — 




DESCftlPIION 


UNIT COS1 


AMOUN t 












Total Mdse. 






Name : 

, .l«i4n F. 14th St 










Address : 

0«]rl«nrf- CA 94605 
cTty i State: 


Sales Ck:c. 


sLNDDLu^r^nt 


SUB lOUl 

TAX ^ 


.,- 16i47. 


HIRCHASERSIGNHERE 

y 


•99 


hmmn lOfAl VM" e»f»pt» |WfMM«l.«« 1 




TOTAL^ 


17146 


NO. 429-1461-3. 


f*tttm\t H pnf tirth lOfAl 

4, 
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TO: 



Sizemore Manufacturing Co 
625 Capital St. 
Sacramento. CA 95814 



612 


bate: 

fjirrpnt 




Deliver To: 
Store 


Delivery Date: 
As soon as possible 


Ship, Bv: 
Parcel Post 



Quantity Stock No. 



Description 



Price 



Total Price 



84712-4 



Brown Leather Jacket 



174.49 



TO: 



Seaside Fabrics 
1251 Coast Highway 
Laguana Beach, CA 94101 



We are RETURNING the 
following goods to 
you for CREDIT. 



ERIC 



Voucher No. 
145 



Quan- 
tity 



Date 
Currpnt 



Stock 
No. 



Date Shipped 
Current 



Shipped By 



49235 



Description 



Packed By 
Student's Int, 



Dresses 

Express Charges 



Unit 
Price 



44.590 



^9 



Amount 



89.18 
6.19 
95.37 
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Inventory Control Sheet 


Stock 
Number 




Unit 
Price 


Minimum 
Quantity 


On 
. Hand 


Order 




1 -sm rts 




1 C 


Ob 


7 


B51 


Briefs 


.79 


144 


152 




C52 


White Socks 


.59 


288 


256 


32 


.053 


Black Socks 


.59 


144 


167 




E54 


Dress Socks— Assorted 


1.19 


156 


133 


23 


F55 


Leather Belts— Black 


3.59 


48 


52 




G56 


Men's White Hankies 


.69 


48 


44 


4 


H57 


Ties--Assorted 


2.98 


60 


29 


31 







DAILY SALES 


SUMMARY SHEET 






Sales Slip 
Number 


Cash 
Sales 


Store 
Charges 


BANKCREDIT 
CARD 


Sales 

Tax 


Total of 
Sales Slips 


429 


12.95 






.78 


13.73 


430 




24.95 




1.50 


26.45 


431 






16.48 


.99 


17.47 


432 


6.95 






.41 


7.36 


TOTAL: 


19.90 


24.95 


16.48 


3.68 


65.01 


Date of 


SuiinTiary : 


Current 


Signature of Clerk:Student' 


j Initials 















^0 



lummnmm 



mmtmiu*"^""^ — 

%m9m STATE im 

'fpfitM 

irvckBtr's Otp«rt»nt Store 
Blgtown. CA 









CUWWiWCT 




^ 1 


COM 








/7 
















4 






TOTM0»Ci«M 






TOTAiOtmiT 







For . . ^ 

Date ^/-W T 1me_^>g^PM 
WHILE YOU WERE OUT 

Of - 



Phone Ho.£Zl!l£L£4!^^£2^ 
Telephon*d^ K Please call 



i y 

RetuniH Your Call. 
Called to St« You_ 
Will Call Again_ 



MESSAGE ^^{i plr.L^njh^ H^e^- 

ffif men I'/i Av^, -fhH m r- 

SIGNED t^ih'dk 



ERIC 
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BKUCKNllirS Department Store 
Bicj Town, Cal ifornia 
"ChFrge^urtome'r'T^^^ 

"Addres's'i 



City & State: 



Zip 



'Cfrclc OiVo: 



CircTe One: 

— 



signature of Customer: 



Charge ^ _ <£jsl5" 

S tore Charge/BanVCredl tCard 



Quan 



Date 
Current 



Articles 



T-Shirts 



Price 
3/4.29 



SiT^, 
No-Int 



TalteX 
Send 



Sales Fax 
"TOTAL 



Amount 



10 



10 



60 



61 



BRUCKNER'S Department Store 
Big Town, California 



No. 



Cha rye Cus tohler's Name : 

Ms . Theresea Dinz 

""^ddreis : 



17 60 Can yon Dr. 



City & State: 
Los Angeles, OA 

'Circle OnG 
Circle One: 



Signature of Cus 




Zip 
90028 



Cash 

BankCredTtCard" 



yuaji^ 



1 

-4 



Dat'e 
[Current 



Articles 



Women 's Bath Rob e 
'Prs. Pantyhose 



Sa 
No 



i\£S~rTakp__ 



Price 



1.990 



Solos" fax 
"TOTAL 



Amount 

98 



34 



12. 



45 



96 



94_ 



58_ 
52 



i2 



9.09- 9.24 


.55 




9.25- 9.41 


.56 




9.42- 9.58 


.57 




9 59- 9.74 


.58 




9.73- 9.91 




.59 




9^92-10.68" 




'.60 




10.0;>-10.24 


.61 




I0.2'i-I0.41 


.62 




10.42-10.58 


.63 




10.5«MO._74 




.64 




'1 0^7 5-1 0791' 


.65 




10.92-11.08 


.66 




11.09-11.24 


.6/ 




11.25-11.41 


.68 




11.^2-11.58 






30.42-30.58 


1.03 




30.59-30.74 


1.04 




30.75-30.91 


1.05 




30.92-31.08 


1.86 




31.09-31^24^ 




1.87 




3'lT25-3lT4r 




V.88 




31.42-31.58 


•1.09 




31.59-31.74 


1.90 




31.75-31.91 


1.91 




31.97-32.0B 


^1.92 




4V.42-47.ri8 


7.'jI» 




.17. '19-47.74 


2.5^ 




•12.7'i-42.91 


7.57 




•iy.92-43.on 


7M 




43.09-43.24 


2.59 




43.25-43.41" 


7.60 




43.42-43.50 


2.61 




43.59-43.74 


2.62 




43.75-43.91 


2.63 




43.92-44.08 


2.64 




1 "14.09-4 4. 2 4" 


'2.65 




1 44.25-44.41 


2.66 




1 44.42-44.5B 


2.67 




1 44.59-44.74 


2.6R 




■ 44.75-44.91 


2.69 





MIIPARINQ SIMTLC lUtlNltS RIC0RD8 
TIACHM QUIOl PAM 1§ (mT-TiST 2 



DopnrUnont Store 
Bic) Tov/n, Cal i rornio 
Chn njFl^Ii s Ibinor'^ s^NcVnie : 

Mrs-^Er-anrpsm Spagnoli 

Address: 

41 1 Jihi teoa ks Blvd, 

Tity A'State: 
_Synnysid e, CA 
Circio^One 
'Circle One 



No. 



Ziif 
9125$ 




Signature of Customer: 
"Articled 



Quan 



pPkg s. 



Date 
l^urrent 



Mftn's Socles,. 



Price 



3 .98PKq 



rrik(j'x_ 

Send 



'S'i\ loi Tax 
TOTAL 



Amount 



31 



84 



91 



33 75 



BANKCREDITCARD 



Name : 

__Mrs^ .Franrpsm Spagnoli 
Address: 

_4.UJtfhiitfiQaks_ELtjL 

City A State: 
Sunnvside. CA 91259 



356-1274-8 



JUAN 



Total Madse. 



iAKi.J<JnAir 

5LNDG Pnir 



rURCHASCRSIONHERE 

X , 

Itow" m lOIAl t'p"" PTprt p»r\«j«in<«p« I pirmi»» lo pnjr »«th lOlAl 
i(e9*»<rt wfih n«y oiKr» <hotq»i dw» iKr»eo'«I iwhjtd to ond i« o«ofdoM» 



UNH cost 


AMOUNI 






















SUB lot Al 


3ii_a4. 


TAX h 


1! 91 


TOTAL^ 


33 75 



ERIC 



is 



PREPARING SIMPLE BUSINESS RECORDS 
TEACHER GUIDE PAGE 17 (POST-TEST 2) 



TO; 



Aval on Dress Co . 
4159 Industrial Park 
Los Angeles, CA 90054 



P.U. No.: 


Ud Le : 


724 


Current 




Jellver To: 




Store 


Del ivery Date: 


As 


soon as possible 




Ship by: 




Express 



QuantiTy ^ 



4 doz. 



Stock No, 



F6291 



Description 



Men's Jumpsuits 



Price 



12.890 



Total Price 



51.56 



EKLC 



TO: 



Bayarea Fashions, Inc. 
2156 San Pablo Blvd. 
Oakland, CA 94605 



Voucher No. 
376 



Date 
;urrent 



Date Shipped 
Current 



We are RETURNING the 
following goods to 
you for CKEDIT. 



Shipped By 
Parcel Post 



Packed By 
Student's Int. 



Quan- 
tity 



Stock 
No. 



0810 



Description 



Men's Suits, Balck 



Unit 
Price 



65.900 



Amount 



263.60 



PREPARING SIMPLE BUSINESS RECORDS 
TEACHER GUIDE PAGE 18 (POST-TEST 2) 



Inventory Control Sheet 


Stock 
Number 




Unit 
Price 


Minimum 
Quanti ty 


On 

rland 


f\ ^1 A 

uroci 


A25 


T-shirts 


$1.29 


51 


34 


17 


B33 


Briefs 


1 . 19 




C i c 




C41 


White Socks 


.79 


376 


331 


45 


D56 


Black Socks 


.69 


288 


301 




E67 


Dress Socks--Assortecl 


1 .49 


144 


115 


29 


F79 


Leather Belts--Black 


2.98- 


36 


48 




G88 


Men's White Hankies 


.59 


60 


23 


37 


H92 


Ties--Assorted 


3.99 


48 


29 


19 



DAILY SALLS SUMMAI^Y SULET 



Salps Slip Cash Store BANKCRLDIT Sales Total of 

Number Sales Charges CARD Tax Sales Slips 



?m 14.88 

202 34.95 

203 



.89 15.77 

2.10 37.05 
8.29 .50 8.79 



m 16.75 . 17.76 

lOTAL: 31 .63 34.95 8^9 4 .50 79.37 



Date of Suiiiiii.iry: Current 



Si.jnature of Clerk: Student's Initials 



PREPARING SIMPLE BUSINESS RECORDS 

KEY »AQE 1 



ACTIVITY 1 



BRUCKNER'S DEPARTMENT STORE 
BIGTOWN, CALIFORNIA 

APPLICATION FOR EMPLOYMENT 



Date^?^?:^19. 



Age B\nh%^^kl Marital Status Slf^^lC' 



City ^onhefsiJA state Zxp^iM. 



Name. 

Home Address 

Place of Birth ^Vnnjffiidc, CA 

Height S'^' Weight //g /is. Sex E. Social Security No. s?^ ' ^ /^^ 

Job Applied For vS^/fes" 



Citizen of U.S.?-i^^SS Phone g?^/'V4<^ 



Name and Address of Person to be Notified in Case of Emergency: 



Grammar 



Name 



EDUCATION 
Where 



When 



Jr. High School Vj^n'/i sj. M<. N^/>/7^yig^ t^A .... 

High School ^/y^y/f/. M Sjhni^ci^/i^, ^Urt6,/^^7 



PREVIOUS EMPLOYMENT 
Latest Employer Next Preceding 



Next Preceding 



Name of 
Employer 




Address 



Position 



.gate akrk 



How Long? 



Last Salary 



^JD '/S kr>. 



Date Left 



Reason for 
Leaving 



-fo work at 



REFERENCES 
(Not related to you) 

Name: Address: Phone: Occupatiotion 



Z Mr. . Tj^n Wan^ ^ ^edar 



BUSINESS OR OTHER SKILLS 
Typing? Speed *2£_^horthand? A/c Speed Filing? )^ Other ^USin<SS 



I^^^^^^^^^g^^re^ ^^^^^ 



PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 2 



Write the answers to the problems as quickly and accurately as you can. Do not skip any prob- 
lems. Show decimal point when necessary. Write legibly. Do not take time to recheck your 
answers if you can do the test in 10 minutes. 
ADD: 



ACTIVITY 2 



BRUCKNER'S DEPARTMENT STORE 
Employment Test 



Name 



Date. 



No. Correct. 



.% 



(1) 


(2) 


(3) 


(4) 


(5) 


(6) 


$4.23 






$3.10 






6.49 




$ .77 


1.23 




$6.31 


1.23 


$ .63 


1.69 


.91 


$ .82 


.86 


.62 


3.29 


2.59 


.64 


1.86 


4.92 




1 


16 


7.04 


22.29 


.43 














(7) 


m 


(9) 


(10) 


(11) 


(12) 


$1.29 












2.49 






$1.23 






4.15 


$ .93 


$9.45 


D.49 






.63 


1.16 


1.23 


.62 


$19.95 


$7.98 


.06 


.87 


7.84 


.13 


1.29 


4.95 














SUBTRACT: 












(13) 


(14) 


(15) 


(16) 


(17) 




$9.95 


$13.29 


$16.51 


$22.76 


$16.10 




-7.98 


- 11.70 


- 13.64 


- 11.54 


- 4.44 










'/J. iSL 






MULTIPLY: 












(18) 


(19) 


(20) 


(21) 


(22) 




349 


118 


89 


327 


32 




X 3 


x12 


X 7 


X 4 


x25 








6:13 




8oo 





ERIC 



(28) 2 towels at $1 .79 ea. ^3.S9 

(29) 4 face cloths at 29c ea. JJ^ 

(30) 6 face cloths at 17c ea. J.^oL 

(31) 2 towels at $1.64 ea. 3.aS 

(32) TOTAL ^^^V 
(34) A dress marked at $7.95 is to' sell 

at a 15% discount. For how much 
willltsell? $ 

(35) A pair of earrings marked at ;^.95 is subject to a 6% sales tax. For how much will they 
sell? $ /J.M 



(23) 6 hankies at 35c ea. ^^./g 

(24) 4 diapers at 65c ea. Jl.^O 

(25) 6 booties at 75c ea. _ 

(26) 3 panties at 45c ea. 

(27) TOTAL ^/fi.SS 
(33) Stockings are priced at 3 pairs for 

$2.40. How much will 4 pairs cost? 
$ 3. SO 



PREPARING SIMPLE BUSINESS RECORDS 

KEY PAGE 3 



ACTIVITY 3 

ID CN 00 953 

APPLICATION FOR A SOCIAL SECURITY NUMBER 



OQ MOT Ml 



IITC IN TMC AM¥C e^ACS 



PA? WRtN 



B&ih Siudenf 



YOU* ObaM tOmi <r—t 

3y;r/jg /a Col 



(Of,) 

Sum 



, TOIM MISCNT AOf 



TOUR UX 



XI H. 



rAtmrt miL maim (( 



TOira OOUM 0« tACt 

D □ H. 



M HAD A UMTCD tTATft SOCIAL HQ KMO« Tit >r . i 

tgCWiTT. WAIHOAO. OH TAX ACCOIWT q p| j-j^ [ [ 



VOM« 

Aoonu 



# wtf^ J^w^itp ^0^* ^•O* ft^^ ^9^0^$ 



(CM 



, CTi 



1 n6TjU: I 

1 <rfci»rt— « 


Mm^, «i* Mem Uti^ kit w « 
iIm lnltnwtiM In tfP^*"! *tr • tMli 
■wK itf ^ tt 1 yo. - W*. 


bm2n tU't MM MMtfify. willftiiy HifiiltMi 

ll tmity MM**, i t twN«Ct M • flM d Ml 1 


1 W CMttt » W ^ 


S«^TOUR 


HAMt NIRI (0* Mif rWMH 







TMAMTOt^AirrailMf I 
wmm tU 



lOaAt UOmiTT AMMMTIATIOH O^M 



This is an example . . . 



ACTIVITY 4 



EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE 

Form W-4 

U.S. Treasury Department 

Internal Revenue Service g^^.^^ Security 

Print Full Name 3l}S>tE fi. ST U bE//T Account W\x\^b^r ClU> 

Print Home Address O/^ANC-Q rfi£B i^i^ SUA//^/^\ od -O"^^ State CA 



HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS y 

1. If SINGLO, anJ you claim an cx«mptian, wrilc «hc figure "J" 

2. If MARKICD, one exemption each is allowable for 'lUib.md ano ife if not claimed on another certificate. 

(a) If you claim both of ihcse exemptions, wrirc che Hf^ure "V \ y\ 

1b) If yoii claim one of these exemptions, write the iif,ure "r | •^**' 
i) If you claim neither of the5e exemptions, » rite *'0" J 

3. ri^empiinns for fff,e and hiin.lncss (tpplif <Mc cmly to you ^iml wife hut uni in dcpcn.lrmt) ; 

(rf) If ynii or ynnr wife will he (»1 /e.v if ^r.c or oUl r .H ! jv^ of *Uc yt'Jf. nui yon tUim iliis excniption, Q 

"1"; if both vill be 65 or ol.ier, )mJ you rlJHit ' ;>f tlicsc cumpticns, ».rite "i" .... . . . 

{b) U ynu or your wife are bliml, a»J , il.tin* on, write tin? fij^urc "l"; if both are blind. ^ 
and y<»u claim both of these exrmptions, t^iic v -c^n. 



4. If you claim cxcmntioni for one or more dcprn^ cv.y ^ f.ir i\\r inuiihcr of stub exnnptions. (Uo not claim 
cxfinprion for ft tlLpcndenl unless you are tiuulificd under iMiruction 4 on other side.) 



5. Add the nun>bcf of exemptions width >ou hive cl.»tf)cd ibtivc and write llie total 

6. A dditional wjihlioldinL- per pay period under ai^fccmrm w it n gmpioye-. Stf InMfOftion 1 

I CERTIFY that the number of witliholaing exemptions claimed on this 
certificate does not exceed the numb.er to wliich I am entitled. 

(Date) CURRENT 19_ (Signed) 4^.^:. l/nJ.^ 



PflSPARINQ SIMPLE BUSINESS RECORDS 
KCYPAGE4 



ACTIVITY 5 



ERIC 



BRUCKNER'S Department Store 
Big Town, California 



No. 



Charge Customer's Name: 

__hp<^ yM rOt/^-^C 

Address: .\ 



uui coo . .1 

lY^ ^Jc No. \Ct>Azy^ 
ity & State: . I 



Ci rcl e^ Onej Charge 



Zip 



Cash 



Circle One': <^tore Cha^qe/BankUredTtCardJI 



Signature of Customer: 



Quan 


Articles 


Price 


Amoun 


t 


/ 
























/ - 
















































US— 


Date 
^^/^ 


Sales 


TakeV 
Send_2 


Sales Tax 






No./<^ 


TOTAL 







1 

2 

3 
4 
5 



7 
8 
9 

10 
11 
12 
13 
14 
15 

16 



The lines are numbered on the sales slip above. Below, indicate opposite the numbers if the 
lines have items that are incomplete, inaccurate, and/or illegible. 



Line 1 : 
Line 2: 
Line 3: 
Line 4: 
Line 5: 
Line 6: 
Line 7: 
Line 8: 
Line 9'. 
Line 10: 
Line 11: 
Line 12: 
Line 13: 
Line 14: 
Line 15: 
Line 16: 



JLas^ ham A o-f aus i<?f*"^r noi /rgih/fj 



Zi p &)de /r mi^fif}^ _ 



A/f^^ /9ajr, pJgM: m -fiTmcr'-i .^{'ffff^ffrf- ^j^<'^^ 

_lM-mrd. l lnf <i ^r'f^ m/ s spcM ^ 

jjf.f r^r mJ^gr^ "PI- nirf. n/>-^ pr/^oeir/t^ ±>rmira 

Th^ <^f^< -^^y ^ /y > ^ /W 

-y^^y^ ^< iAjr/)n^. 4^- 



PREPARING SIMPLE BUSINESS RECORDS 

KEY PAGE 5 



ACTIVITY 6 

LINING-UP NUMBERS, ABBREVIATIONS, AND SYMBOLS 

DIRECTIONS: In the spaces provided, identify what the abbreviations, numbers, and symbols 
mean in this memo. 

On (3/11/76) Anarch /Jj /^^^ , your employer, Mrs. Simpson asked you to send 
the following invoice: 

King's Sports, 1121 Geary (Blvd) Sou/^lfaf^ , San Francisco, ordered on 

(Feb.) F>.hrii/9i^^ 30, three (bxs.) Agy» of (No.) A/s/mAs^ 321 

fishing lures at $5.00 (@) Ca^h ;two (pkgs.) pa^ka^S of tennis nets 

(#) NumJi^t 60123,® 12.95; and one (doz.) ^/^^^rk basebalL 

bats, @ $7.49. The total (amt.) amai;/^^ $196.30. 

The (Mdse.) tn^r^i^^i^A will not be sent until the first (Mon.) Al^ f%/^Jt y 

in (Ma) A^ay , so that it can be (rec'd) before the season. 

Offer them the usual (2/10, n/30) J?^ ivM/} /g/a^<^ /^ef 3/) ^a^^ . Jhexx 

(a/c) a££OUn^ shows no (bal.) JjJ^/ai^^A fot the previous 

(mo.) mon^h of (Jan.) sJanMri^ . They have always (pd.) pai/isL 

their bills on time. 

Another customer in Oakland, (CA) ^aJ/^r/ifR ^The Sportman's Shop, 

previously received all correspondence at their (P.O. Box) POS^ OffjCS iBoX . 

They request that we sent it to their new location at 225 Lakeshore (Ave.) Av^hl/A . 

This is on the corner of East 12th (St.) Sfte.eJ' . They moved last (Thurs.) Hhi/rxaXa/y . 

Look up account for Ski Shop two (yrs.) \f^air< ago for the monthi* 

of (Feb.) f£bruar/j , (Mar.) Mj^ir/^h , (Apr.) a nd send their 

statements to them (c/o) //I fiSl^A A-f M r. J. J. Skinner. 

On (Tues.) 1u£SdmLf and (Fri.) Phidaly mail out late notices. Don't forget that 

on (Wed.)JdMfiUi^- ^ in (Ju.).sZ!2Ad and on (Sat.)vSl^r^tfif in (Jy.).i^^!^ 

there will be staff meetings . Tell Ms; Clark that V\\ be out of town on the first {Z\xx\)iSunH^ 
in (Aug.) AufJU^4 but that I won't be away during the months of (Sept.) Sfpfemhsi^ . 
(Oct.) /0/<3^Af/- , (Nov.) A//>u£Mh£r , and (Dec,) T>^^.mJi^jr^ 



LINE UP THESE NUMBERS IN THE AMOUNT COUMN: AMOUNT 



$12,345.67 
8,912.73 
649.52 





(67 




73 




5X 



raB»ARINQ SlilPLe BUSINESS RECORDS 
KEY PAQE 6 



« ACTIVITY 7 



r 



BRUCKNER'S Department Store 
Big Town, California 



No. 172 



Charge Customer's Name: 


Address: 


City & State: 






Zip 




Circle One: 


Charge 




^ash) 


Circl 


e One: 


Store Charqe/BankCredltCaTQ 


Signature of Customer: 


Quan 


Articles 


Price 


Amoun 


t 


6 


Bov's Briefs 


3/2.49 


4 


98 


6 


T-Shirts 


3/2.98 


5 


96 


8^ 


Prs. 


Socks 




.88@ 


7 


04 








17 


98 




Send to: 











Mr<!. .lamps Hnhpn 










1445 Lambert St. 










Biatown. CA 94042 








Date 




Take 


Sales Tax 


1 


08 


Current 


Nffrint 


. SendX_ 


TOTAL 


19 


06 , 



Cash — Send 

6 Boy's Brief 3/2.49 

6T-Shirts 3/2.98 

8 prs. Socks 88@ 

Send to: 

Mrs. James Cohen 
1445 Lambert Street 
Bigtown, CA 94042 

NOTE: For sending items, 
write the address as shown on 
this sales slip. 



Store Charge — Take 
Mrs. Perry loto 
21 Crescent Drive 
Bakersfield, CA 97321 

3 Girl's Blouses 3.49@ 

2 Girl's Shirts 10.98@ 

Girl's Slacks 11.98@ 



ERIC 



BRUCKNER'S Department Store 
Big Town, California 



No. 173 



Charge Customer's Name: 
Mrs Pprry TotO 



Address: 
9^ Crpsrent Dr. 



City & State: 
Rakersfield. CA 



Circle One: 



Circle One: 




Zip 
97321 



Casft 

BankCreditCard 



Signature of Customer 



Quan 


Articles 


Price 


Amoun 


t 


3 


Girl 's Blouses 


3.49@ 


10 


47 


2 


Girl's Skirts 


10.98@ 


21 


96 


1 


Girl's Slacks 




11 


,98 








44 


41 










































Date 

r.iirrpnt. 


Sales 

No?*:, 
tnt. 


Take X 


Sales Tax 


2 


66 


Send 


TOTAL 


47 


07 , 



51 



PREPARING CIMPLE BUSINESS RECORDS 

KEY PAGE 7 



ACTIVITY 7 

BRUCKNER'S Department Store No. 174 

Big Town, California 
Charge Customer's Name: 

Mr. Harold Long 

Address: 

4357 12th St. 



City & State: Zip 
Stockton, CA 96301 


Circle One: ffil^^rqg;! Cash 
Circle One: Store Charqe^ankCreditCar3"5 


Quan 


Articles 


Price 


Amount 


3 


Ties 


4,50 


13 


50 


1 


Dress Shirt 




10 


98 


1 


Dress Shirt 




8 


98 


1 


Pr. Slacks 




16 


5Q., 








49 


96 
































Date 
Current 


S^l es Take X 


Sales Tax 


3 


00 


TOTAL 


52 


96 . 



Take 

BANKCREDITCARD No.: 762-8574 

Mr. Harold Long 
4357 12th Street Stockton, C A 96301 



3 Ties $4.50@ 

1 Dress Shirt 10.98© 

1 Dress Shirt 8.d8@ 

1 Pr. Slacks 16.50® 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 




OESCRIPriON 




1 AMOUNr 








i 








^ 1 — 

1 




Total Md<;fi. 




1 — 

1 

1 


Name: 

Mr. Harold Lonq 








1 — 








1 — 


Address: 
4357 12th St. 


Sales CV.k:<;t. y.t. «"oS^'"rVer»t 


SUB lOTAl 


49j96 


City & State: 
Stockton, CA 96301 


'URCHASERSIONHERE 


TAX ^ 


3!oo 


lb* hum ol the cord tdenitf>«d on ihit ittm it ouiherittd to poy ofnouni 
shown 01 T07AL upon proper prcMnioiton 1 premiM lo pov twch TOTAl 


TOTAl^ 


52|96 


NO. 

762-8574 


iiDO*thcf with ony othtr choroti dvm thtrMn) wbt«ct fo and m occordofK* 
Mm th« ogrtcmcnt oevtrning iht vm of inch cord. 





52 



fRCPARINO SIMPLE BUSINESS RECORM 
KEY »AOe 8 



ACTIVITY 7 



Store Charge — Take 
Mrs. John Lopez 
107 Arbutus Avenue 
Littletown, CA 92137 

2 Blankets 4.98@ 

4 Receiving Blankets. . 2/3.98 

4 Undershirts 89@ 

2 Dozen Diapers 5.98Dz. 



W Arhutus Ave 

"Tity & State: 
I it.t.1etown. CA 



BRUCKNER'S Department Store 
Big Town, California 



No. 175 



Charge Customer's Name : 
Irs. •i^*'" Lopez 



Address: 




Signature of Custom 



Quan 



.LDUpers- 



Date 
Current 



Articles 



piankets 



Jlpdprshirts 



Price 



4.98@ 



2/3.98 



.890. 



5.98DO 



Sales 



"Take_X 
Send 



3ales Tax 



TOTAL 



Amount 



96 
96' 



_3 
11 



56 



33 



96 
"54" 



35 



45 



BRUCKNER'S Department Store 
Big Town, California 



No. 176 



Charge Customer's Name: 



Address: 



City & State: 



Zip 



Circle One: 
Circle On"eT 



Charg e 



<Cash^ 



Signature of Customer 



Store Charqe/BankCredTtCar d 



Quan 



3 



Articles 



Pr. Hants 



Briefs 



T-Shirts 



Pr*;- Socks 



Han^lkPrchiefs 



MiMlMMiimiick. 



Date 
(-.iirrgnt 



Price 



10.00 



3/4.49 



.990 



.690 




Take 
Send X 



Sales Tax 



TOTAL 



Amoun 



20 00 



39 



41 



94 



14 



36 



36 



72 



Cash - Send 

2prs. Pants 10.00@ 

3 Briefs 3/4.49 

3T-Shirts 3/4.79 

6 prs. Socks 99@ 

6 Handkerchiefs 69@ 

Send to: 

l\Ar. Majed Abu Manneh 
279 Polaris Road 
Littletown, CA 92324 



PREPARING SIMPLE BUSINESS RECORDS 

KEY PAGES 



ACTIVITY 7 



BRUCKNER'S Department Store 
Big Town, California 



No. 177 



Charge Customer's Name: 
Mrs. James Petroff 



Address: 
386 Cedar Blvd. 



City & State: 

Biqtown. CA 
Circle One: 
Circle One: 



Stor 



Signature of Customer: 




Quan 



Articles 



Price 



Amount 



tlndprshirts— Snap 



56 



Receiving Blankets 



2/3.59 



1S_ 



Baby Gowns 



3.98@ 



Diapers 



Date 
iCurreni 



SsJes 

Nor : 

Int. 



Takex 
Send 



Sales Tax 



TOTAL 



M. 



32 



48 



Take 

BANKCREDITCARD No.: 831-0461 
Mrs. James Petroff 
386 Cedar Boulevard 
Bigtown,CA94021 



4 Undershirts, Snap 89@ 

4 Receiving Blankeis 2/3.59 

3 Baby Gowns 3.98@ 

2 Dozen Diapers 3.98 Dz. 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 


QUAN 


DESCRtPriON 


UNIT COST 


AMOUNI 
1 
1 




Total Mdse, 




1 

1 






1 


Name: 

Mrs, ilanMUuP^troff 








1 








1 


Address: 

386 Cedar Blvd. 


<;aloS rk- lAKEBDATE 


m TOTAL 




>URCHASEIISIGNH€RE 

X 


TAX ^ 


1184 


City i State: 
Bigtown, CA 94021 


riit tiiutr of tpid tdtfttilitd o« tMi litm H owihorlaid to poy iht omeufH 
Jipwn m TOfAl vpo« pt9pt p«tMn(olioii. 1 ptonUtt lo pay wcS lOIAl 
[»9at(t>tr wHh mf olHtr cKorott dut MMftoit) mbitfl to •nd m McotdoM* 
Mrim tht oyttw^wt 9**<'««*"Q ttto vm ol hkS cof rf. 


TOTAL^ 


32148 


NO. 

831-0461 







ERIC 



ACTIVITY 7 



BRUCKNER'S Ocpartment store 

0<g Town, C^Hfornia 

CHarge^uTtb!iier^s~Naine7~ 
Mrs. Peter Fallenl 



No. 178 



""T^ddfess: 

85 Narrow Creek Rd. 
■~Clty"ntate: 

SA 



rcle One: 



rcTe'&ne: _, 
gnature of Cus 




9280T 

Cash 

banfeCreditCard 



Quan 


Articles 


Price 


Amoun 


t 


2 


Rny'< Pants 






-9£ 




Boy's Pants 




7- 


-98 — 


1 






8 


m — 


2 


Rny'c «:h<rtc 


«; tjr\(f 


u 


m— 


















41 


92 






















""Date" 
Current 


Noint. 


"-^ake X 
Send 


Sales Tax 


2 




TOTAL 


4f4 





Store Charge - Take 
Mrs. Peter Falleni 
85 Narrow Creek Road 
Littletown, CA 92801 

2 Boy's Pants 6.98@ 

1 Boy's Pants 7.98@ 

1 Soy's Shirt 8.98@ 

2 Boy's Shirts 5.50@ 



Cash - Take 

1. Boy's Jacket 17.98@ 

1 Girl's Jacket 16.98@ 

2 Boy's Caps 4.98@ 

1 Rain Coat 5.88@ 



ERIC 



BRUCKNER'S Oepartment Store 
Big Town, California 


No. 


179 


Charge Customer's Name: 


Address: 


City & State: 








Zip 




Circle One: 


Charge 




VXashJ 


Circle One: 


Store Charqe/BankCreditCan 




Signature of Customer: 










Quan 


Articles 


Price 


Amoun 


t 


1 


Bov's Jacket 




n 


9' 


1 


Girl' 


s Jacket 






]b 


"99 


2 


Bov's CaDS 


4.980 


9 


96 


1 


Raincoat 




5 


88 








50 


80 
































Date 


Sales 


Takex. 
Send 


Sales Tax 


3 


os_ 


pur rent 


Int. 


• TOTAL 


63 
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PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 11 



ACTIVITY 7 



BRUCKNER'S Department Store No. 180 

Big Town, California 



Charge Customer's Name: 
M s. Nancy Bell 



Address: 
492 Maple Dr 












City & State 
Bigtown, CA 








Zip 
94185 


Circle One: . 


f^har 




> ^ — 




h 


Circle One: 


Store C 


harqeCBankCredi tCar 




Signature of Customer: " 


Quan 


Articles 


Price 


Amoun 


t 


1 


Ladies Dress 




16 


98 


1 


Ladies Sl'^o 




5 


98 


3 


Prs. Panyhose 


1.49@ 


4 


47 


1 


Ladies Scarf 




1 


98 








W 


41 
































Date 


SaUs 


Takej(^ 


Sales Tax 


1 


76 


Current 




Send 


TOTAL 


31 


17 



BANKCREDITCARD No.: 938-5643 
Ms. Nancy Bell 
492 Maple Drive 
Bigtown, C A 94185 

1 Ladies Dress 16.98@ 

1 Ladies Slip 5.98@ 

3 Prs. Panty Hose 1 .49@ 

1 Ladies Scarf 1.98@ 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 


□UAN 


DESCRIPtlON 


UNIT COST 


AMOUNf 












Total Mdse, 






Name : 

Ms. Nancy Bell 


















Address: 
492 MaDle Dr. 


Sales Ck:.. 


SEND D 


DAIE 


SUB TOTAL 


?qi4i 


I'URCHASER-SIGNMERE 
Y 


TAX ^ 


1 176 


City i State: 
Biatown. TA q41fl«; 


rh« htutr ol itts cord iJtniilteci en Ihii ilem it euthoriitd lo 
:hown ot TOTAl upon proper pffMnlolion 1 p'omttt lo 
lloO«iNc» with onjr other chorget due Iheieon) tubjecl to o 
/*ilh lh» ogretmeni governing iht utt of tuch coid. 


poy OmcunI 


TOTAl^ 


31 117 


938-5643 


pOf tuch TOTAl 
id in occordoMt 







PREPARINQ SIMPLE BUSINESS RECORDS 
KEY PAOE 12 



ACTIVITY 7 



BRUCKNER'S [department Store 
Big Town, California 



No. 181 



Charge Customer s Name: 
^pc RriirP Pinar 



Address: 
^4 Cedar at. 



City & State: 
pigtnwn. CA 



Cir cle One : 
"circle One 



Signature of Cus 




Zip 
94127 



Cash 



BankCreditCard 



Quan 


, rticles 


Price Amoun 


t 


4 


Binders 


1.290 5 


16 


2 


Sleepers 


3.98P 


7 


96 


4 


Undershirts 


.990 


3 


96 
38 


2 


Prs. Anklets 


.690 


1 








18 


46 
































Date 
Current 


SaUs TakejL 
No.f^t. Send_ 


Sales Tax 


1 


11 


TOTAL 


19 


57 . 



Store Charge - Take 
Mrs. Bruce Pinar 
3^4 Cedar Street 
Bigtown,CA 94127 

4 Binders 1-29@ 

2 Sleepers 3.98@ 

4 Undershirts 99@ 

2 Prs. Anlclet^ 69@ 



Store Charge - Send 
Mrs. Robert Smith 
3 Elm Road 
Littletown. CA 92020 

3 Crib Blankets 5.9S@ 

Send to: 

Mrs. W. T. Moses 
557 Cayuga Avenue 
Fairview, CA 93771 



ERIC 



BRUCKNER'S Department Store 
Big Town, California 



No. 182 



Charge Customer's Name; 
Mr*;. Robert Smith 



Address: 
3 Elm Rd, 



City & State: 
Littletown. CA 



Zip 
92020 



Circle One; 



Circle One: 



larc 
store Chare 



Cash 



'BankCreditCard 



Signature of CuTCDiner 



Quan 


Artie' :s 


Price 


Amoun 


t 


— 3 


Crih RlankPt<; 




17 


94 


































£57 Ciyoa^Ayi. 






































Date 
Hurrent 


Sales Take 
No?*: Send_x_ 


Sales Tax 


1 


08 


TOTAL 


19 


02 



PREPARING SiMPtE BUSINESS RECORDS 
KEY PAGE 13 



ACTIVITY 7 



BRUCKNER'S Department Store 
Big Town, California 



No. 183 



Charge Customer's Name: 



Address: 

^??n lakP <;t. ADt. 5 


City & State: ^ip 
n-jn+nwn pft q4102 


Circle One: (Zhart 


kr 


Cash 


Circle One: btofBTI 


ge^ankCredltCan 




Signature of Customer: 


Quan 


Articles 


Price 


Amoun. 


t 

94 


3 


Dresses— Girls 




29 


1 


Dress— Infants 




7 


98 


4 


Panties— Girls 


.79@ 




15 








W 


m 








































Date 
Current 


SaLes TakeX 
No^- ! Send_ 


Sales Tax 


2 


46 


TOTAL 


43 


54 



Take 

BANKCREDITCARD NO.: 592-4447 
Ms. Linda Gomez 
3220 Lake Street Apt. 5 
Bigtown, C A 94102 



3 Dresses, Girls 9.98@ 

1 Dress, Infants 7.98@ 

4 Panties, Girls 79@ 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 


QUAN 




L<i?!lf<*>-1l 


AMOUNT 
1 

1 








1 

1 




Total MdsQ. 




1 

1 


Name: 

Ms. Linda Gomez 








1 

1 

1 


Address: 

_5?2Q If^r St. Apt. 5 


Sales Ck^. 


TAKE ■ 
SENDQ 


DATE 


SUBIOTAl 


41P8 


I*URCHASEKSICNHERE 
Y 


TAX ^ 


2146 


City i State: 
Biatown. CA 94102 


1 hi liM«r ^ cord Mtniiritd m (Mi tt«iii H ovthoriicd M 
•.hown 01 TOTAl vpen pror^r prr>*iitolion. 1 promlM to 
[lM«<hf r with mmf, olhtr chof pel dtf ftttrtoii) iwbicct to i 
Mm tfit ogrMKMiil poixrwwig tNo m« •( mkK coid. 


poy tht emowfil 


TOTAl^ 


43154 


NO. 

592-4447 


po« wch TOTAl 
\4 HI ocMrdomt 
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PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 14 



ACTIVITY 8 



BRUCKNER'S DEPARTMENT STORE 
BIGTOWN, CALIFORNIA 

DAILY SALES SUMMARY SHEET 



Sales Slip 
Number 


Cash 
Sales 


Store 
Charges 


BANKCREDIT 
CARD 


Sales 
Tax 


1 OUll Ql 

Sales Slips 










Log 




/^^ 




















3-00 




/Of- 






















/cry 














































A/.n 


igj 








/.// 




jfA 










/^.^ 


1^3 













TOTAL: _MJ±_ _/^kJ!L- ^S^O^ 

Date Of Summary: ^Vrr^nf Signature of Clerk: S^(;^€n^Jf /^/H^ 



ERIC 



PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 15 



ACTIVITY 9 



IMPORTANT MESSAGE 

For Order 



Date Current 



Time 10:05 PM 



M 



rSj 



WHILE YOU WERE OUT 
Fred More 



Of 1725 Oakhill St. .Bigtown,CA942 31 
Phone No. 261-3144 



Telephone X 



Please call 



Called To See You ^Will Call Again 

Returned Your Call 



MESSAGE 4 prs Milady Pantyhose 032 
$1.19@. 2 Milady Slips Size 12. 068 
$2.49@ Send. 



S IGNE D Student's Signatur e 



IMPORTANT MESSAGE 

For Order 



Date Current 



Time 11:20 



PM 



Mrs, 



WHILE YOU WERE OUT 
J. Martinez 



Of 113 W. Fourth Ave.Littlet own , CA 

9T37r 



Phone No. 



Telephone^ 

Called To See You 



Returned Your Call 



Please call 

Will Call Again_ 



MESSAGE 2 doz. Rockabye Diapers. 
$5.98 doz. Send to her home. 



SIGNED c;t,iHpnt'.; <;ignatiirp 



IMPORTANT MESSAGE 

For Ordpr— Mrs. Rruckner ^ 

Date Current Time 11; 45 PM 
WHILE VQU WERE OUT 

M r. Cecil Todd 

Of 3612 Araqon Blvd. Biqtown, CA 943 16 

Phone No. 555-4432 

Telephone X_ Please call 

Called To" See You ^Will Call Again_ 

Returned Your Call 

MESSAGE 6 T-Shirts and 6 prs. shorts- 
Send immediately 



SIGNED Student's Signature 



IMPORTANT MESSAGE 

ForMr, ^nd Mrs. Bruckner 



DateCurrent Time 12:15 




WHILE YOU WERE OUT 

M r. Arnold Todd . 

O f Tinytots Co. 

Phone No. 

Telephone Please call 

Called To See YouX Will Call AgainX^ 
Returned Your Call 

MESSAGE Last ofjjr was shipped and 
will arrive soon. 



SIGNED Student's Signature 
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PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE IB 



ACTIVITY 9 



IMPORTANT MESSAGE 

For Mr. Nad Mrs. Bruckner 



Date Current 



Time 12.:25 



WHILE YOU WERE OUT 

M S. E.P. Maker 

Of New Generation— L. A. CA 
586-3376 



Phone No. 

Telephone X Please call jt_ 

Called To See You Will Call Again_ 

Returned Your Call 

MESSAGE Call Ms. Maker-collect. 



S IGNED <;t,iHpnt'g «;ijnatiirp 



IMPORTANT MESSAGE 

For Mr<;. Briir.knpr 

Date nirrpnt T ime 



WHILE YOU WERE OUT 
Rodney Small 



Of 



Phone No. 



Please call 



Telephonex 

Called To See You Will Call Again_ 

Returned Your Call 



MESSAGE Meeting of c luh rhanged 

from 3 p.m. to 4 p.m. Wants Mrs, 



Bruckner to tell Mrs. L.Wong. 



SIGNED Student's Signature 



IMPORTANT MESSAGE 

For Order 



Date Current 



Timel :15 



AM 



Mrs. 



WHILE YOU WERE OUT 
B. Arthur Jones 



Of 2S4 RranH Rd. Rigtnwn.nA Q4Rfi-^ 
Phone No. 331-9268 



Telephonej(_ 



Please call 



Called To See You Will Call Again 

Returned Your Call 



MESSAGE 4 Babv Panties-$.69(a. 
4 Coverall Bibs-$.89@ 



SIGNED Student's Signature 



ERIC 



IMPORTANT MESSAGE 

For Mrs. Bruckner 



Date Current 



Time 1 ;55 



AM 

X3 



WHILE YOU WERE OUT 

M r. Juan Navarro 

Of Primo Sign Cn. 2459 Main [)r. Big- 



Phone No. 273-5731 



town, CA 94127 



Telephone X 
Called To See You 



Please call 

Will Call Again_ 



Returned Your Call_ 

MESSAGE Win hp in at ft a m. 
tomorrow to fix t hp «;ign. 



S IGNED <;t.iidpnt.'«; SionaturP 



PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 17 



ACTIVITY 10 



BRUCKNER'S DEPARTMENT STORE 
Inventory Control Sheet 
Tinytot Manufacturing Company 1533 Washington Ave.» Los Angeles, CA 90027 


stock 
Number 




Urn t 
Price 


Minimum 
Quantity 


On 
. Hand 


Order 


6009 


Baby Panties 


$ .39 


44 


56 




6138 


Coverall Bibs 


.49 


34 


22 


12 


6257 


Infant Socks 


.29 


167 


168 




6324 


Booties 


.76 


23 


41 




6459 


Infant Terry Robes 


4.93 


18 


6 


12 


6566 


Infant Jackets 


3.94 


14 


14 




6671 


Rompers 


1.47 


13 


10 


3 


6783 


Diaper Bags 


2.29 


35 


18 


17 



BRUCKNER'S DEPARTMENT STORE 
Inventory Control Sheet 
Rockabye Baby's Wear Company 389 Bayshore Dr., San Francisc CA 941 38 



stock 
Number 




Unit 
Price 


Minimum 
Quantity 


On 

Hand 


Order 


H71 


Undershirts--Snap 


$ .52 


24 


20 


4 


K35 


Receiving Blankets 


.78 


20 


26 




G56 


Diapers 


.47 


144 


167 




A23 


Sleepers 


2.29 


15 


13 


2 


C49 


Crib Blankets 


3.19 


6 


3 


3 


J76 


Buntings 


8.96 


6 


1 


5 


B44 


Infant Jumpsuits 


3.72 


9 


13 




002 


Booties 


.86 


28 


29 





PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 18 



ACTIVITY 11 



Bruckner's Department Store 

Bigtown, California 

TO: 

Tinytot Manufacturing Co. 
1533 Washington Ave. 
Los Angeles, CA 90027 



P.O. No: 


Date: 


1123 


Current 




Deliver To: 




Store 


Delivery Date: 




Immediatel V 




Ship By: 




Express 



Quantity 


Stock No. 


Description 


Price 


Total Price 


12 


6138 


Coverall Bibs 


.49 


5.58 


12 


6459 


Infant Terry Robes 


4.93 


59.16 


3 


6671 


Rompers 


1.47 


4.41 


17 


6783 


Diaper Bags 


2.29 


38.93 










108.38 



Bruckner's Department Store 

Bigtown, California 



TO: 



Rockabye Baby'sWear Co. 

389 Bayshore Dr. 

San Francisco, CA 94138 



P.O. No.: 
1124 


Date: 
Current 




Deliver To: 
Store 


• Delivery Date: 


lurAT' 

ExDrR?<i 



Quantity Stock No. 



Description 



Price Total Price 



4 
2 
3 
5 



O - 

ERIC 



H71 
A23 
C49 
J76 



Undershirts— Snap 
Sleepers 
Crib Blankets 
Buntings 



.52 
2.29 
3.19 
8.96 



2.08 
4.58 
9.57 
44.80 
61.03 



PREPARING SIMPLE BUSINESS RECORDS 
KEY PAGE 19 



ACTIVITY 12 



TiNYTOT Manufacturing Company invoice No. 8366 

1533 Washington Avenue 

Los Angeles, CA 90027 Date: 
SOLD TO: Terms: 

2/10, n/30 



Salesman 


Your Order No. 


Date Received 


Date Shipped 


Shipped By 





Quantity 



Stock No. 



Description 



Unit Price 



Amount 



v^2 

✓17 



6138 
6459 
6671 
6783 



Coberall Bibs 
Infant Terry Robes 
Rompers 
Diaper Bags 



$ .49 
4.93 
1 .47 
2.29 



$ 5.88 
59.16 
4.41 
38.93 
$108.38 



Invoice No. 725489 
Date: 

Terms: 2/10, n/30 



RocKABYE Baby s Wear Company 

389 Bayshore Drive 

San Francisco, California 94138 

SOLD TO: 



Salesman 



Your Order No. 



Og.antity 



Stock No. 



✓2 
✓3 
V5 



H71 
A23 
C49 
076 



Date Received 



Date Shipped 



Description 



Undershirts--Snap 
Sleepers 
Crib Blankets 
Buntings 



Shipped By 



Unit Price 



$ .52 
2.29 
3.19 
8.96 



Amount 



$ 2.08 
4.58 
9.57 
44.80 

$61 .03 



PREPARINQ SIMPLE BUSINESS RECORDS 
KEY PAGE 20 



ACTIVITY 13 



BRUCKNER'S DEPARTMENT STORE************************* 

*«*»*»«**»«*«****««*«************BlGTOWN> CaLI FORNI A 

TO: 

Tinytot Manufacturing Co. 

1533 Washington Ave. a^e RETURNING the 

Los Angeles, CA 90027 following goods to 

^ you for CREDIT. 



Voucher No. 
154 


Date 
Current 


Date Shipped 
Current 


Shipped B 
Parcel Pc 


y 

)St 


Packe 
St. Ir 


id By 
litials 


Quan- 
tity 


Stock 
No. 


Description 


Unit 
Price 


Amount 


1 


6459 


Infant Terry Robe 

Parcel Post Charges 




4.93 
1 .56 
6.49 



'activity 14 



ERIC 



DEPOSITED IN 

BIGTOWN STATE BANK 
Bigtov/n, CA 

DATE Current _ _ 

Bruckner's Department Store 
Bigtown, 



iisT CHfCKS nv 
Hank NiiMniR 


DOLLARS 


CENTS 


CunnENCY 


327 


00 


COIN 


18 


24 


CHECKS 


?R 


37 


22-5Mi 


79 


44 


86-231 3 


47 


99 


17-2254 


33 


20 


TOTAL or chccks 

LiSTCOON RCVERSe 






TOTAL DEPOSIT 


R34 


24 



PREPARING SIMPLE BUSINESS RECOr -: 
WORKING PAPERS PACc \ 



EKLC 



ACTIVITY 1 



BRUCKNER'S DEPARTMENT STORE 
BIGTOWN, CALIFORNIA 

APPLICATION FOR EMPLOYMENT 



Date. 



19. 



Name . 



Date of 

Age Birth Marital Status 



Home Address 

Place of Birth 

Height Weight 

Job Applied For 



City 



State . 



Zip. 



Citizen of U.S.? 



Phone 



Sex 



Social Security No. 



Name and Address of Person to be Notified in Case of Emergency: 



Phone- 



Name 



EDUCATION 
Where 



When 



Grammar 



Jr. High School 



High School 



PREVIOUS EMPLOYMENT 
Latest Employer Next Preceding 



Next Preceding 



Name of 
Employer 



Address 



Position 



How Long? 



Last Salary 



Date Left 



Reason for 
Leaving 



Name: 



REFERENCES 
(Not related to you) 

Address: 



Phone: 



Occupation: 



Typing? 



Speed 



BUSINESS OR OTHER SKILLS 
.Shorthand? Speed Filing? 



Other 



PREPARING StMPLE BUSINESS RECORDS 
WORKING PAPERS PAO*: 2 



ACTIVIT i 2 



Name 



BRUCKNER'S DEPARTMENT STORE 
Employment Test 

Date 



No. Correct 



Write the ari; A-ors to the problems as quickly and accurately as you can. Do not skip any prob- 
lems. Show decimal point when necessary. Write legibly. Do not take time to recheck your 
answers if ycu can do the test in 10 minutes. 
ADD: 



/I \ 






(4) 


(5) 


(6) 


$4.23 






$3.10 






6.49 




$ .77 


1.23 




$6.31 


1.23 


$ .63 


1.69 


.91 


$ .82 


.86 


.62 


3.29 


2.59 


.64 


1.86 


4.92 


.23 


1.29 


.16 


7.04 


22.29 


.43 


(7) 


(8) 


(9) 


(10) 


(11) 


(12) 


$1.29 












2.49 






$1.23 






4.15 


$ .93 


$9.45 


6.49 






.63 


1.16 


1.23 


.62 


$19.95 


$7.98 


.06 


.87 


7.84 


.13 


1.29 


4.95 



SUBTRACT: 
(13) 
$9.95 
-7.98 



(14) 
$13.29 
- 11.70 



(15) 
$16.51 
- 13.64 



(16) 
$22.76 
- 11.5< 



(17) 
$16.10 
- 4.44 



MULTIPLY: 
(18) 
349 
X 3 



(19) 
118 
x12 



(20) 
89 
X 7 



(21) 
327 
X 4 



(22) 
32 
x25 



(23) 6 hankies at 35c ea. 

(24) 4 diapers at 65c ea. 

(25) 6 booties at 75c ea. 

(26) 3 panties at 45c ea. 

(27) TOTAL 

(33) Stockings are priced at 3 pairs for 
$2.40. How much will 4 pairs cost? 
$ 




(28) 2 towels at $1.79 ea. 

(29) 4 face cloths at 29c ea. 

(30) 6 face cloths at 17c ea. 

(31) 2 towels at $1.64 ea. 

(32) TOTAL 

(34) A dress marked at $7.95 is to sell 

at a 15% discount. For how much] 
will it sell? $ 



(35) A pair of earrings marked at $3.95 is subject to a 6% sales tax. For how much will the\ 
sell? $ 
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PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 3 



v. 



ACTIVITY 3 



ERIC 



ID CN oo 

APPLICATION FOR A SOCIAL SECURITY WmtR 



L_ 



OO MOT wniTt IM THt A*OV« t^ACC 



giXiat fMLL MAM< 
TOU ViLLMSCmVOK 
OA HISIMISS 



NAMI ClVlM 
YOU AT ftlKTN 



MOTNirs ruLL MAue at Mf mTM 



fATHert FULL NAMC fff«fw^M« »# fl»l«f tfM^J 




(MJM«N«^«rUlil«f-l#MaM^ fin* I 



DATI Of 
•I«TN 



, VOU* ffflSlMT AOI 



TOU* MX 




MALI 


ffMALt 


n 


n t 



VOUK COLOff 0« KACI 

_□ □ □- 



HAVE TOU E/Ctt BEFORC APPLlEO PO* 



DON'T m *nrcr* itati «■ ^ma »^ *£If — ^ mctal ucvmrr mmnn ** 

Oft HAG A MHITCO STATES SOCIAL no KM* TllvT , 

lecutiTv-. •AiLiOAo, 0* TAX ACCouicT |— i n r-r 

HUM»c«T L J I J 1 i —I -L 



TiLiTR^wrKDsnr- 



TKIAMIHT Dlf AKThCNT Ut*«*v4 Ki 

wm SI'S 




NbTlC^: wl<i inf.«f !• J-Ui^y hU •» mmmm i^iitfiry, willklly ffi«mi»|i«« •# *^ 

liimisliW idWnwflw !»• tff*r»«« t MCitl ••cwriry mmUt, It fwkjMf !• • lint •« i»t iMn 

m impH*mmm0 *■< m» <■ 1 y— >, •» WlK* 

Slp> TOUA MAMI NIKI (0* M»« ^rMl 



ACTIVITY 4 



EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE 

Form W-4 

U.S. Treasury Department 

Internal Revenue Service ^^^.^^ Security 

Print Full Name Account Number 



Print Home Address ^City Zone State 

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS 

X. If SINGLE and you claim an exemption, wrilc the figure 'T' 

2. l( MARRIED, one exemption each is allowable for husb.tnJ and wife i( not claimed on another certificate. 
(a) If you claim both of these exemptions, write the Ggurc ••2" 1 

ib) If you claim one of these exemptions, write the figure "1" | ...j.^.. 
c) If you claim neither of these exemptions, write "O" J 

3. txcmptions for age and blindness (applicable only to you and your wife but not to dependents) : 

{a) If you or your wife will be 65 years of a^c or older at the end of tlic year, and you claim ihis exemption 

write "l"; if both will be 65 or older, and you claim both of these exemptions, write - 

{b) If you or your wife are blind, and you claim this cxempuon, write the figure "l**; if both are biind, 

and you claim both of these exemptions, write the figure **2** ^ 

4. If you claim exemptions (or one or more dependents, write the number of such exemptions. (Do not claim 
exemption for t dependent unless you are qualified under instruction 4 oo other side.) ; 

5. Add the number of exemptions which you have chimed above and write the toUl ! I 

6 Additional withholdinj; per pay period under aj^reement with employer. See Instruction 1 S 

I CERTIFY that the number of withholding exemptions claimed on this 
certificate does not exceed the number to which I am entitled. 



(Date) 



19 (Signed)_ 



PREPARINQ SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 4 



ACTIVITY 5 



BRUCKNER'S Department Store 
Big Town, California 



No. 



Charge Customer's Name: 



Address: 



City & State 



Zip 



Circle One: Charge ._— Cfl^ 

Circle One: ^tore Charge/BankCreditCarcD" 



Signature of Customer: 



Quan 


Articles 


Price 


Amoun 


t 


/ 




















/ 
















^ 










Z- 










3 




















^^ 




Date 
^/ 


Sales TakeV 
No./f^ Send_2 


Sales Tax 






TOTAL 







3 
4 
5 



7 
8 
9 
10 
11 
12 
13 
14 
15 

16 



The lines are numbered on the sales slip above. Below, indicate opposite the numbers if the 
lines have items that are incomplete, inaccurate, and/or illegible. 



Line 1 : 
Line 2: 
Line 3: 
Line 4: 
Line 
Line 6: 
Line 7: 
Line 8: 
Line 9: 
Line 10 
Line 11 
Line 12 
Line 13 
Line 14 
Line 15 
Line 16 



ERIC 



PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 5 



ACTIVITY 6 



LINING-UP NUMBERS, ABBREVIATIONS, AND SYMBOLS 



DIRECTIONS: In the spaces provided, identify what the abbreviations, numbers, and symbols 
mean in this memo. 



On (3/11/76). 



the following invoice: 

King's Sports, 1 121 Geary (Blvd) 

(Feb.) 30, three (bxs.). 



your employer, Mrs. Simpson asked you to send 

, San Francisco, ordered on 

of (No.) 321 



.;two (pkgs.). 



fishing lures at $5.00 (@) 

(# ) 60123, @ 12.95; and one (doz.) . 

bats, @ $7.49. The total (amt.) 

The (Mdse.) 

in (Ma)- . so that it can be (rec'd) 

Offer them the usual (2/10, n/30) 

(a/c) shows no (bal.) 



.of tennis nets 

baseball 

$196.30. 



will not be sent until the first (Mon.). 



before the season. 
Their 



jof (Jan.). 



They have always (pd.) 



-for the previous 



(mo.) 

their bills on time. 

Another customer in Oakland, (CA) 

previously received all correspondence at their (P.O. Box) 

They request that we sent it to their new location at 225 Lakeshore (Ave.) 

This is on the corner of East 12th (St.) They moved last fThurs.). 

Look up account for Ski Shop two (yrs.) . 

of (Feb.) (Mar.) 

statements to them (c/o) 

On (Tues.) 

on (Wed.) 



-The Sportman's Shop, 



,(Apr.). 



.ago for the months 
and send their 



and (Fri.). 
_in (Ju.) 



_Mr. J. J. Skinner. 

mail out late notices. Don't forget that 

in ( Jy.) 



and on (Sat.) 



there will be staff meetings. Tell Ms. Clark that I'll beout of town on the first (Sun.). 

in (Aug.) but that I won't be away during the months of (Sept.) 

(Oct.) , (Nov.) , and (Dec.) 



LINE UP THESE NUMBERS IN THE AMOUNT COLUMN: 

$12,345.67 
8,912.73 
649.52 



AMOUNT 



PREPARING SIMPLE BUSINESS RECORCr 
WORKING PAPERS PAGE 6 



ACTIVITY 7 



BRUCKNER'S Department Store 


No. 17? 


Bigtown, California 








Charge Customer's Name 








Address: 


City & State 








Zip: 


Circle One: 


Char 


ge 




Cash 


C-rcle One: 


Store C 


harge/BANKCR^OITCARD 


Signature of Customer: 


Quan 


Articles 


Price 


Amount 


















































































Date 


Sales 


Take 


Sal 


es Tax 






No. 


Send 


^OTAL 







Cash - Send 

6 Boy's Brief 3/2.49 

o T-Shirts 3/2.98 

8 prs. Socks 88@ 

Send to: 

Mrs. James Cohen 
1445 Lambert Street 
Blgtown,CA 94042 

NOTE: For sending items, 
write the address as shown on 
this sales slip. 



Store Charge - Tu..<e 
Mrs. Perry loto 
21 Crescent Drive 
Bakersfield, CA 97321 

3 Girl's Blouses 3.49& 

2 Girl's Shirts 10.98@ 

1 Girl's Slacks 11.98@ 



ERIC 



BRUCKNEP/S Department Store 

Bigtown, Cal-f^ornia 
Charge Customer Name: 



No. 173 



Address: 



City & State: 



Zip: 



Circli One: Charge Cash 

Circle One:~ Store Charge/BANKCREDITCARD 
Signature of Customer: 



Quan 


Articles 


Price 


Amount 


















































































Date 


Sales Take 
No- Send 


Sales Tax 






TOTAL 







PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 7 



ACTIVITY 7 



BRUCKNER'S Department Store no,174 

Bigtown, California 
Charge Customer's Name: 



Address: 



City & State: ZTpT 



Circle One: Charge Cash 

Ci rcl e One : Store Charge/BANKCREDITCARD 
Signature of Customer: 



Quan 


Articles 


Price 


Amount 


















































































Date 


Sales Take 


Sal 


es Tax 






No. Send 


TOTAL 







Take 

BANKCREDITCARD No.: 762-8574 

Mr. Harold Long 
4357 12th Street Stockton, CA 96301 



3 Ties $4.50@ 

1 Dress Shirt 10.98@ 

1 Dress Shirt 8.98@ 

1 Pr. Slacks 16.50@ 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 



Name: 



DCSCROTON 



AMOUNT 



Address: 



Sales Clk. 



City i State: 



VRCHASCR-SIGNHERE 



TAKE □ 
SENDD 



DATE 



SUBTOTAL 



NO. 



rht imm e( tht cord idtnliritd on iMi Mwn h axrihaiimd to poy lha OMOunt 
bowfim TOTM ^^H'VP'fPf^P'***"*"^^ fS?^ ^ ^ TpTAl 
ftftdktt wMi My ctfitf chofBM 4m§ iImnvm) mA^kS to om mi 



TAX ^ 
TOTAl^ 



PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 8 



ACTIVITY 7 

BRUCKNER'S Department Store no.i75 

Bigtown, California 
Charge Customer's Name: 



Address: 



City & State: 



Zip: 



Circle One: Charge Cash 

Circle One: Store c Rarge/BANKCREDITCARD 



Signature of Customer: 



Quan 


Articles 


Price 


Amount 


















































































Date 


Sales Take 


Sales Tax 






No. • Send 


TOTAL 







Store Charge — Take 
Mrs. John Lopez 
107 Arbutus Avenue 
Littletown, CA 92137 

2 Blankets 4.98@ 

4 Receiving Blankets. . 2/3.98 

4 Undershirts B9@ 

2 Dozen Diapers 5.9BDz. 



Cash — Send 

2prs. Pants 10.00@ 

3 Briefs 3/4.49 

3 T-Shirts 3/4.79 

6 prs. Socks 99@ 

6 Handkerchiefs 69@ 

Send to: 

Mr. Majed Abu Manneh 
279 Polaris Road 
Littletown, CA 92324 



FRir 



BRUCKNER'S Department Store noJ76 

Bigtown, California 


Charge Customer's Name: 


Address: 


City & State: Zip: 


Circle One: Charge Cash 


Circle One: Store Charge/BANKCREDITCARD 


Signature of Customer: 


Quan 


Articles 


Price 


Amount 


















































































Date 


Sales Take 


Sal 


es Tax 






No. Send 


TOTAL 
TT/o 







PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 9 



ACTIVITY 7 



BRUCKNER'S Department Store 


No. 177 


Bigtown, California 








Charge Customer's Name 








Address: 


City & State 








Zip: 


Circle One: 


Charqe 




Cash 


Circl 


e One: 


Store Charge/BANKCREDITCARD 


Signature of Customer: 


Quan 


Articles 


Price 


Amount 


















































































Date 


Sales 


Take 


Sales Tax 








No. 


Send 


TOTAL 







Take 

BANKCREDITCARD No.: 831-0461 
Mrs. James Petroff 
386 Cedar Boulevard 
Bigtown, C A 94021 



4 Undershirts, Snap 89@ 

4 Receiving Blankets 2/3.59 

3 Baby Gowns 3.98@ 

2 Dozen Diapers 3.98 Dz. 



EKLC 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 




MSCmPTlON 












1 

\ — 








1 

1 — 


Name: 








I 

1 — 








1 

1 — 


Address: 


Sal es CI k . senoq 


SUBTOTAL 


1 
1 

1 






TAX ^ 


1 


City i State: 


X 




f of l*M t^rd idtfililM ert iKb Hmi i» cwthorlMd to poy Hm o«ount 
1 TOTAL «pOT proper piMtntotiM. 1 pfomht to pov twdi TOTAL 
wMi ony oMwr chergM dvt tfwrwn) w^vct (o end m occocdonc* 
9gnmm* 90m ting tht mw of wch cord. 


TOTAl^ 




NO. 









PREPARING SIMPLE BUSINESS RECORDS 
MORKINQ PAPERS PAGE 10 



ACTIVITY? 



BRUCKNER'S Department Store 

Bigtown, California 



No. 178 



Charge Customer's Name: 



Address: 



City & State: 



Zip: 



Circle One: Charge Cash 

Circle One: Store Charge/BANKCREDITCAHD 



Signature of Customer: 



Quan 


Articles 


Price 


Amount 




















































































Date 


Sales Take 
No . Send 


Sal 


es Tax 






TOl 


FAL 







Store Charge - Take 
Mrs. Peter Fdlleni 
85 Narrow Creek Road 
Littlecown, CA 92801 

2 Boy's Pants 6.98@ 

1 Boy's Pants 7.98@ 

1 Boy's Shirt 8.98@ 

2 Boy's Shirts 5.50@ 



Cash — Take 

1 Boy's Jacket 17.98@ 

1 Girl's Jacket 16.98@ 

2 Boy's Caps 4.98@ 

1 Raincoat 5.88@ 



City & State: 




Zip: 


Circle One: 


Chare 


]e rCash 


Circle One: 


Store Cf 


larqe/bANkCREDITCARD 



BRUCKNER'S Department Store 

Bigtown, California 
Charge Customer's Name: 



No . 1 79 



Address: 



Signature of Customer: 



FRir 



Quan 


Articles 


Price 


Amount 




















































































Date 


Sales ; Take 
1 No. 1 fond 


bales Tax 






TOTAL 







PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 11 



ACTIVITY 7 



BRUCKNER'S Department Store no.iso 

Bigtown, California 


Charge Customer's Name: 


Address : 


City & State: Zip: 


Circle One: Charge Cash 


Circle One: Store Charge/BANKCREDITCARb 


Signature of Customer: 


Quan 


Articles 


Price 


Amouni 


t 


















































































Date 

1 


Sales 
No. 


Take 


Sal 


es Tax 






Send 


T01 


■AL 







Take 

BANKCREDITCARD No.: 938-5643 
M?. Nancy Bell 
49/ Maple Drive 
Bigtown, CA 94185 



1 Ladies Dress 16.98@ 

1 Ladies Slip 5.98@ 

3Prs. Panty Hose 1.49® 

1 Ladies Scarf 1.9d@ 



BANKCREDITCARD 

'!.^yckner's Depai^tment 
Store. Big Town, CA 



oescmmoN 



Name: 



Address: 



City & State: 



NO. 



Sa.es Clk. 



TAKI □ 
SiNOP 



DATE 



SUI TOTAL 



7r 



PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 12 



ACTIVITY 7 



BRUCKNER'S Department Store 


No.181 




Bigtown, California 










Charge Customer's Name: 


Address: 


City & State: 






Zip: 




Circle One: 


Char 


ge 




Cash 




Circl 


B One: 


Store C 


Harqe/BANKCREDITCARD 




Signature of Customer: 


Quan 


Articles 


Price 


Amount 




















































































Date 


Sales 


Take 


Sales Tax 






No. 


Send 


TOTAL 







Store Charge - Take 
Mrs. Bruce Pinar 
394 Cedar Street 
Bigtown, CA 94127 

4 Binders 1.29@ 

2 Sleepers 3.98@ 

4 Undershirts 99@ 

2 Prs. Anklets 69@ 



Store Charge - Send 
Mrs. Robert Smith 
3 Elm Road 
Littletown,CA920r^ 

3 Crib Blankets 5.98@ 

Send to: 

Mrs. W. T. Moses 
557 Cayuga Avenue 
Fairview, CA 93771 



BRUCKNER'S Department Store 

Bigtown, California 
Charge Customer's Name: 



No. 182 



Address: 



City & State: 



Zip: 



Circle One: Charge Cash 

Circle One: Store Charge/BANKCREDITCARP" 



Signature of Customer: 



ERIC 



Quan 


Articles 


Price 


Amount 




















































































Date 


Sales Take 


Sal 


es Tax 






-No. Send _ 


TOTAL 







PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 13 



ACTIVITY 7 



BRUCKNER'S Department Store 

Bigtown, California 


No. 183 


Charge Customer's Name 


• 






Address: 


City & State 








Zip: 


Circle One: 


Charge 




Cash 


Circl 


e One: 


Store C 


harge/BANKCREDITCARD 


Signature of Customer: 


Quan 


Articles 


Price 


Amount 


















































































Date 


Sales 


Take 


Sal 


es Tax 








No. 


Send 


TOTAL 







Take 

BANKCREDITCARD NO.: 592-4447 
Ms. Linda Gomez 
3220 Lake Street Apt. 5 
Bigtown, C A 94102 



erJc 



3 Dresses, Girls 9.98@ 

1 Dress, Infants 7.98@ 

4 Panties, Girls 79@ 



BANKCREDITCARD 

Bruckner's Department 
Store. Big Town, CA 




DESCRtmON 




AMOUNT 








1 

1 








1 

1 








1 

1 


Name: 








1 

1 








1 

1 


Address: 


Sal es elk* scnod 


SUB TOTAL 


1 
1 

1 






TAX ^ 


1 


City i State: 


K 




r of Ifw cord IdcAlifttd on this Htm it outKorittd to pcy th« omount 
1 TOTAL iMMM DfttiMr orMMitofion. 1 DfomlM fo Donr tiidi TOTAL 


TOTAip 




NO. 




;iBj|Hltiii wMi any dhtr choruM dM thttvon) wbi«d to ond in occofdonc* 
ivHn th* oorMflWfil oevtrning tht WM of ivch cord. 





PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 14 



ACTIVITY 8 

BRUCKNER'S DEPARTMENT STORE 
BIGTOWN, CALIFORNIA 

DAILY SALES SUMMARY SHEET 



ciocQlin Cash Store BANKCREDIT Sales Total of 

'Number' Sat Charges . CARD __Jax_ S_alesShps 



TOTAL: 



Date of Summary : ' Signature of Clerk: _^ 



PREPARING SIMPLE Bt^lNESS RECORDS 
WORKING PAPERS PAGE 16 



ACTIVITY 9 



IMPORTANT PESSAGE 



For 



Date 



Time 



WHILE YOU WERE OUT 



Of 



Phone No. 



TelephonedJ Please call 

Returned Your Call ] 

Called to See You 

Will Call Again 

MESSAGE 



SIGNED 



PM 



IMPORTANT MESSAGE 



For 



Date 



Time 



WHILE YOU WERE OUT 



Of 



Phone No. 



Telephoned Please call 

Returned Your Call [ 

Called to See You 

Will Call Again 



MESSAGE 



SIGNED 



PM 



IMPORTANT MESSAGE 



For 



Date 



Time 



WHILE YOU WERE OUT 



Of 



Phone No. 



Telephoned 



"Sm" 
PM 



Please call 



Returned Your Cal 1 
Called to See You ' 
Will Call Again 

MESSAGE 



SIGNED 



IMPORTANT MESSAGE 



For 



Date 



Time 



IK 
PM 



WHILE YOU WERE OUT 



M 



Of 



Phone No. 



Telephoned Please call 

Returned Your Call ^ 

Called to See You 

Will Call Again 



MESSAGE 



^JGNED 



PREPARING SIMPLE BUSINESS RECORDS 
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ACTIVITY 9 



IMPORTANT FESSAGE 



For 



Date 



Time 



WHILE YOU WERE OUT 



M 



Of 



MESSAGE 



SIGNED 



AM 
PM 



Phone No. 

Telephoned Please ca11_ 

Returned Your Call \ 

Called to See You 

Win Can Again 



IMPORTANT MESSAGE 



For 



Date 



Time 



"Am" 

PM 



WHILE YOU WERE OUT 



Of 



Phone No. 



Telephoned 



Please can 



Returned Your Can 
Caned to See You J 
Win Can Again 

MESSAGE 



SIGNED 



IMPORTANT MESSAGE 



For 



Date 



Time 



AM 
PM 



WHILE YOU WERE OUT 



M 



Of 



Phone No. 



Telephoned 



Please can 



Returned Your Can 
Caned to See YouJ 
Win Can Again 

MESSAiiE 



SIGNED 



ERIC 



IMPORTANT MESSAGE 



For 



Date 



Time 



'W 
PM 



WHILE YOU WERE OUT 



M 



Of 



Phone No. 



Telephoned 



Please can 



Returnea" Your Can 
Caned to See You_ 
Win Can Again 



MESSAGE 



SIGNED 



PREPARING SIMPLE BUSINESS RECORDS 
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ACTIVITY 10 



BRUCKNER/ S DEPARTMENT STORE 
Inventory Control Sheet 
Tinytot Manufacturing Co. 1455 Washington Ave. Los Angeles, CA 90027 





Stock 
Number 


Description 


Unit 
Price 


Minimum 
Quantity 


On 
Hand 


Order 














6009 


Baby Panties 


$ .39 


44 


56 




6138 


Coverall Bibs 


.49 


34 


22 




6257 


Infant Socks 


.29 


167 


168 




6324 


Booties 


.76 


23 


41 




6459 


Infant Terry Robes 


4.93 


18 


6 




6566 


Infant Jackets 


3.94 


14 


14 




6671 


Rompers 


1.47 


13 


10 




6783 


Diaper Bags 


2.29 


35 


18 





Bruckner's Department Store 
Inventory Control Sheet 
Rockabye Baby's Wear Co. 389 Bayshore Dr. San Fracisco, CA 94138 


Stock 
Number 


Description 


Unit 
Price 




On 

Hand 


Order 


H71 


Undershirts — Snap 


$ .52 


25 


20 




K35 


Receiving Blankets 


.78 


20 


26 




G56 


Diapers 


.47 


144 


167 




A23 


Sleepers 


2.29 


15 


13 




C49 


Crib Blankets 


3.19 


6 


3 




J76 


Bunting 


8.96 


6 


1 




344 


Infant Jumpsuits 


3.72 


9 


13 




D02 


Booties 


.86 


28 


29 





Er|c 82 



PREPARING SIMPLE BUSINESS RECORDS 
WORKING PAPERS PAGE 18 



ACTIVITY 11 



Bruckner's Department Store 



Bigtown, California 



TO: 



P.O. No. 



Date: 



Deliver To: 



Delivery Date: 



Ship By: 



Quantity 



Stock No. 



Description 



Price 



Total Price 



Bruckner's Department Store 








Bigtown, California 


P.O. No.: 


; Date: 




TO: 






Deliver To: 










Delivery Date 












Ship By: 




Quantity 


Stock No. 


Descriotion 


Price 


Total Price 








V 



















ERIC 



PREPARING SIMPLE BUSINESS hECORDS 
WORKING PAPERS PAGE 19 



ACTIVFY 1? 



TiNYTOT Manufacturing Company 

1533 Washington Avenue 
Los Angeles, CA 90027 



Invoice No. 8366 
Date: (current) 
Terms : 



SOLD TO: 



2/10, n/30 



Bruckner's Department Store 
Bigtown , California 



Salesman 


P.O. No. 


Date Received 


Date Shipped 


Shipped By 




1123 


(Current) 


(Current) 


Express 




Quantity 


Stock No. 


Description 


Price 


Amount 


12 


6138 


Coverall Bibs 




$ 


49 


$ 5.88 


12 


6459 


Infant Terry Robes 


4 


93 


59.16 


3 


6671 


Rompers 




1 


.47 


4.41 


17 


6783 


Diaper Bags 




2 


.29 


38.93 














$108.38 



Invoice No. 725489 
Date: (Current) 
Terms : 

2/10, n/30 



RocKABYE Baby's Wear Company 

389 Bayshore Drive 

San Francisco, California 94138 

SOLD TO: 

Bruckner's Department S^ore 
Bigtown, California 



Salesman 


P.O. No. 


Date Received 


Date Shipped 


Shipped By 




1124 


(Current) 


(Current) 


Express 




Quantity 


Stock No. 


Description 


Price 


Amount 


4 


H71 


Undershirts — Snap 


$ . 


52 


$ 2.08 


2 


A23 


Sleepers 




2. 


29 


4.58 


3 


C49 


Crib Blankets 




3. 


19 


9.57 


5 


J76 


Buntings 




8. 


96 


"4.80 














$61.03 



PREPARING SIMPLE BUSINESS RECORDS 
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ACTIVITY 13 



Bruckner's Department Stqre**************** 

TO: 

We are RETURNING the 
following goods to 
you for CREDIT. 


Voucher 


No. 


Da 


te 


Date Shipped 


Shippec 


i By 


Pa 


eked By 


Quan- 
tity 


Stock 
No. 


Description 


Unit 
Price 


Amount 








1 





ACTIVITY 14 



blp6^lTED IN 

BIGTOWN STATE BANK 
Bigtown, CA 

DATE 

Bruckner's Department Store 
Bigtown, CA 


LIST CHECKS BY 

BANK NUMBER DOLLARS CENTS 


CURRENCY 






COIN 






CHECKS 

1 






2 






3 






4 






TOTAL OF CHECKS 
LISTED ON REVEnSC 






TOTAL DEPOSIT 









ERIC 



PREPARING SIMPLE BUSINESS RECORDS 
PRETEST PAGE 1 



You are employed as a trainee with the Sadler Department Store. While on this job, you will 
be required to do many different things. Among these you will be asked to prepare some business 
forms and records. Listed below are nine numbered items requiring business forms. On the next 
page and on the pages which follow are the forms you are to use. They are labeled "FORM 1", 
"FORM 2", etc., i^nd they correspond to these numbered items. A sales tax chart is provided. 
Whenever you see anything in parenthesis such as (Decemberf or (in care of), use the proper ab- 
breviation or symbol on your form. In this case, the abbreviation for December is "Dec." and the 
symbol for "in care of" is "c/o." 

1. Prepare a bank deposit tivket using this information: Currency — $47.00, Coin — $3.65, 
Check 18-456 - $12.06, Check 87-38 - $56.23, Check 19-543 - $24.74. 

2. A Mrs. Booker T Krafton telephoned at 10:30 A.M. today and asked to speak with Ms. 
Karen Lancaster, Personnel Manager. She wants Ms. Lancaster to return her call. The tele- 
phone number is 354-7399. Mrs. Krafton called in regard to a Mr. John McNall, an em- 
ployee of the Sadler Department Store. 

3. A cash-take sale. Use the current date and write your initials in the "Sales No." space. 
5 T-shirts -3 for $3.49. 

4. A store charge-send sale. Use current date and write your initials in the "Sales No." space. 
Merchandise charged to Mrs. Kin Quay Low, 237 San Pablo (Street), Long Beach, (Califor- 
nia) 91002. One woman's terry robe - $22.99 and 3 (pairs) of pantyhose - $1.69@. 

5. A BANKCREDITCARD charge-take sale. Use the current date and write your initials in the 
"Sales No." space on both the sale slip and the BANKCREDITCARD form. Merchandise 
charged to Mr. Peter Rushford, 1520 Maple (Avenue), Fairfield, (California) 95173. BANK- 
CREDITCARD number - 373-6811-0. Three (packages) of men's socks - 3 in a package for 
$2.98 per package. 

6. Write a purchase order using this information: To the A. C. Balboa (Company), 2580 
Seaside (Road), San Diego, (California) 92005. P. 0. No.: 543; current date; deliver to store 
as soon as possible by Express. 10 beach robes for men. Stock No.: 4S27 at $19.95 each. 
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7. Prepare a Returned Goods Voucher: To the Fresno Fashion Center, 155 Union (Boulevard), 
Fresno, (California) 96430. Voucher No.: 187; current date; date shipped - current; ship- 
ped by parcel post; packed by — your initials. Two housecoats for women. Stock No. : 
1576 at $18.65 each; add to the total of the merchandise, parcel post charges of $3.78. 

8. Complete the "Order" column on the Inventory Control Sheet using the information given 
on the form. 

9. Prepare a Daily Sales Summary Sheet using this information: Sales Slip 221 - cash sale- 
$8.99 plus sales tax of $ .54; Sales Slip 222 - store charge: $38.23 plus sales tax of $2.29; 
Sales Slip 223 - BANKCREDITCARD charge: $13.46 plus sales tzA of $ .81; Sales Slip 
224- cash sales: $16.07 plus sales tax of $ .96. 
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You are employed as a trainee with the Lewis Department Store. While on this job, you will 
be required to do many different things. Among these, you will be asked to prepare some busi- 
ness forms and records. Listed below are nine items requiring business forms. On the pages which 
follow are the business forms you will be using. You are to select the proper business forms 
needed and prepare these business records. A sales tax chart is provided. Whenever you see any- 
thing in parenthesis, such as (September) or (for account), use the proper abbreviation or symbol 
on your form. In this case, the abbreviation for September is "Sept." and the symbol "for ac- 
count" is "a/c." 

1. A cash-take sale. Use the current date and write your initials in the "Sales No." space. 
One (dozen) (pairs) of socks - $1.25@ 

2. A BANKCREDICARD charge-take sale. Use the current date and write your initials in the 
"Sales No." space on both the sales slip and the BANKCREDITCARD form. Merchandise 
charge to Mrs. Sam Kaiser, 1540 (East) 14th (Street), Oakland, (California) 94605. BANK- 
CREDITCARD number - 429-1461-3. Three (boxes) of diapers - $5.49 per box. 

3. A store charge-send sale. Use the current date and write your initials in the "Sales No." 
space. Merchandise charged to Mrs. John Gomez, 684 Santa Anna (Avenue), San Francisco, 
(California) 94113. Two (packages) of women's handkerchiefs - $7,70 per package; one 
women's blouse - $18.95. Write on the sales slip that Mrs. Gomez wants the (Merchan- 
dise) delivered to her address before noon on (Thursday). 

4. Prepare a Daily Sales Summary Sheet using this information: Sales Slip 429 — cash sale: 
$1 2.95 plus sales tax of $ .78; Sales Slip 430 - store charge: $24.95 plus sales tax of $1 .50; 
Sales Slip 431 - BANKCREDITCARD charge: $16.48 plus sales tax of $.99; Sales Slip 432 
- cash sale: $6.95 plus sales tax of $.41. 

5. A Mr. Wiley Pinegar telephoned at 2:30 p.m. today and asked to speak with Ms. Sheryl 
Smith, Assistant Store Manager. He wants Ms. Smith to attend a Downtown Merchants 
Association meeting on (Friday) afternoon at 1:30. He wants Ms. Smith to call 635-8600 
to confirm. 

6. Complete the "Order" column on the Inventory Control Sheet using the information given 
on the form. 
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7. Write a purchase order using this information: To theSizemore Manufacturing (Company), 
625 Capital (Street), Sacrament, (California) 95814. P. O. No.: 612; current date; deliver to 
store as soon as possible by Parcel Post. One leather jacket, brown. Stock number 84712-4; 
price -$174.49. 

8. Prepare a bank deposit ticket using this information: Currency - $55, Coin - $14.95; 
Check 14-215 for $18.97; Check 18441 for $68.90, Check 20-14 for $28.45. 

9. Prepare a Returned Goods Voucher: To Seaside Fabrics, 1251 Coast Highway, Laguna 
Beach, (California) 94101. Voucher No, :145; current date; date shipped - current; by Ex- 
press; packed by - your intiails. Two dresses, stock no. 49235, $44.59@. Add to the total 
express charges of $6.19. 
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You are employed as a trainee with the Cadbury Department Store. While on this job, you 
will be required to do many different things. Among these, you will be asked to prepare some 
business forms and records. Listed below are nine items requiring business forms. On the pages 
which follow are the business forms you will be using. You are to select the proper business 
forms needed and prepare these business records. A sales tax chart is provided. Whenever you see 
anything in parenthesis, such as (April) or (each), use the proper abbreviation or simbol on your 
form. In this case, the abbreviation for April is ''Apr.'' and each is ''ea." or the symbol "@". 

1. A cash-take sale. Use the current date and write your initials in "Sales No." space. 7 T-shirts 
-3 for $4.29. 

2. A BANKCREDITCARD charge-take sale. Use the current date and write your initials in the 
"Sales No." space on both the sales slip and the BANKCREDITCARD form. Merchandise 
charge to Mrs. Francesco Spagnoli, 411 Whiteoaks (Boulevard), Sunnyside, California 
912597 BANKCREDITCARD number 356-1274-8. Egith (packages) of men's socks - 3 in 
a package for $3.98 per package. 

3. A store charge-send sale. Use current date and write your initials in the "Sales No." space. 
Merchandise charged to Ms. Theresea Diaz, 1760 Canyon (Drive), Los Angeles, (California) 
90028. One women's bath robe - $34.98 and 4 (pairs) of pantyhose - $1.99@. 

4. Prepare a Daily Sales Summary Sheet using this information: Sales Slip 201 — cash sale: 
$14.88 plus sales tax of $.89; Sales Slip 202 - store charge: $34.95 plus sajes tax of $2.10; 
Sales Slip 203 - BANKCREDITCARD charge: $8.29 plus sales tax of $.50; Sales Slip 204 - 
cash sale: $1 6.75 plus sales tax of $1 .01 . 

5. Mrs. Stanley Gordon telephoned at 9:20 a.m. today and asked to speak with Mr. Louie 
Long, Store Manager. Mr. Gordon wants information on leather coats for men in (August) 
this year. He needs the information by (Wednesday) and wants Mr. Long to call this number 
(714) 566-2745 collect. 

6. Complete the "Order" column on the Inventory Control Sheet using the information given 
on the form. 
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7. Write a purchase order using this information: To the Avalon Dress (Company), 4159 
Industrial Park, Los Angeles, (California) 90054. P. 0. No.: 724; current date; deliver : 
store as soon as possible oy Express. Four (dozen) men's jumpsuits. Stock number F6291; 
Price -$12.89@. 

8. Prepare a bank deposit ticket using this information: Currency - $76.00, Coin - $13.99, 
Check 14-1 16 for $17.92; Check 19-33 for $54.56; Check 2M8 for $26.15. 

9. Prepare a Returned Goods Voucher: To Bay Area Fashions (Incorporated), 2156 San Pablo 
(Boulevard), Oakland, (California) 94605. Voucher No.: 476; current date; date shipped - 
current; by Parcel Post; packed by - your initials. Four men's suits, black, stock no.: J810- 
$65.90@. 
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